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BY LAW COMMITTEE

On November 6th, 1914 the following motion was

adopted:

Moved by Truitee 'trby, aeconded by Tnntee
Haydon, that Truitees CowlinE, Incram, Rocen and

the mover and seconder be appointed a Committee

to revise the Rules, Resulations and By-laws of the

Board.

At the first meeting of the O mittee Trustee

Kirby was elected Chairman. On January 6th, 1916,

the Committee presented their Report wluch was

adopted with certain amendments, when it was m' '^

by Trustee Kirby seconded by Trustee Guppy, ' it

the Report of the Committee on Rules and Regula-

tions as amended in Committee of the whole be

adopted, and that all former Rules and Regulations

of the Board be repealed.—Carried.

It was also moved by Trustee Watson seconded by
Trustee Macnab that the Committee on Rules and

Regulations be empowered to have them printed in

suitable form.—Carried.
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OFFICERS OF THE BOARp

Harry J. Guppy, S«q Chairman.

Crawford Rom Secr»t«ry-Tr«t«ur«r.

Dr. J. H. Putman Senior Inapeetor.

Dr. E. T. Slemon Junior Inapeetor.

W. B. Garvoi^ Supt. of Biddinci.

James Thome, B.A Clark (A SuppUaa.

Geo. H. Riee Aiaiatant Secretary.



CHAIRMEN OF THE BOARD
From 18M to Ml* InclulT*.

AlBCANDBB WOKOUN 1850, 1861, 1888, 188S

Db. a. Bbaubon 1864

Jaios Cox 18*6

RODBBICK Roas ISM, to 1862 (hiduirin)

Jambs D. Siatib 1863, to 1870 "

HnuM ROBDOON 1871, to 1890 "

John I. MacCbarbh 1891, 189t

Wm. C. BowLBB 1898, 1894

Obo. S. May 1895, 1896

JAWH a. Pabb 1897, 1998

r. O. Bbnnbt 1899, I960

W. J. KiDD, BJ^ 1901, 190>

CbM. H. BowiB 1908

HORACB O. E. Pbatt, B.A 1904

8. McCumaohan H08
Lt.-Col. Wm. p. Andbbbon, M. Inbi.

C.E., P.R.G.S 1806

IyT.-COL. W. G. HUBDMAN. 1(6T

T. SlDNBY KntBT 1908

Lt.-Col. Wm. Whitb, C.M.G 1109

W. J. Faibbaibn I»t0

Chas. Macnab 1*11-

BOBBBT INOBAM t*lt

Iyr.-C0L. J. A. Abmbtboho. O.D.S 1918

W. E. GowUNG 1914

D. U. Chambbbb 1918

Habbt J. Gurrr 1918



TRUSTEES
From 18M to Hit.

Abbot, Frmnd* 18M, 1867-69
Adami, J«iiim 1888-64
Alasuder, Honry 1815-1}
Anihnon, Lt.-CaL Wm. P 1900-11

Aimstronc, Edward l§5f-S
AnnitToiis, Johii A 189fr 00
AnuttoBa, Dr. John A l""*:!?
Atkiiu, John 1880
BioSirln. 3. W. H JIZH!
BtfborTk. C IS^llSS
Barielle, J<*n 1886
Boublen. Dr. A 1861. 1864-86

gX3>'^''"»..;;::::::;:::;:;;:;::::: mJ^vl
B«Uord, J. A l"!*;"
Bcnnet, F. G 1894-1008
Bblntt. Thoa 1869-1872
Bbth, John R.. Jr 1886- 88
(Iffltaka, Wm 1010-11

BlrtA-drflar S 1910-U-l»-la^-16
Bott, 6hafc J , "i?:i?
Bowk a«>- H 1899-1904
Bowia, Goo. S ,.Jl"S
Bowka, Wm. C }S?"S
BioadiMr, R. W. ISSH!
Broadboit, Ralph L JSJHi
BronKW, ^. H 1|!1-X
Brown, Duncan *?''*-}5

Brown, B. G«) l*i*-lf
Burke, Edmund 1?5?-51
Buma, Thofc G }SSf-5!
Borritt, Alex J!S*-55
ButterworO, John G 1§??^
CampbeU. Harbart S ISSJ-Ji
Cawthray, John ™i""?S
WChamUn, D. M }!??-}S
ChapmKi, W. H }2iS"iS
Cha^, ^m }H^SS
ciuff, w. H jsitn
Cook, Fred JHS"!?
Coopw, R.W 1880-96
Coiunu,Wm 1866-56, 1869-60

Cox, Jamoi. 1868-66

CunrJncham, C. R 1866-66

Cuiriar, J. M 1868

(1) Died Jttne,'l811.

(2) Elaetad June, 1909.



Cuny, Robt 1894-»6
Davb, W. J 1907
Dmnr, CoUa 1SS»-W
Dow, Donald 186>-64
Djr*. U W 18W
Eritwn. PeUr A 1866-68, 186a-<S
raUi, Arthur 1916
EBk, Jum A 1898-1900
FUrtwIm, W. J 1896, 1889-1916
Feathenton, J. P 1864-66
Fordo, r. W 1906-1918
Fbthoriiwhuii, G. B 1891-190t
Fowler. Geo 1908
FiM, H. J 1866
«)G»rTock. Wm. B 1901-1906
OnMon, JUMO 1891-1900
GOmoii, J. H. P 1878-79
OowUng W. E 1909-16
GndMm. John 1878-79
Greene, Dr. W, R 1918-15
(4)Gnppy, H^ J 1909-16
Hrafiton. R. W. 1914-16
Hanlejr, Thoo 1860
Haydoo, Andrew 1914-16
BawklD. Joeeph 1887-89
Hay, Georte. 1866-66
Hendetion, John 1866-66
HenderMO, John 1887-91
Hffl, J. Roland 1916
Holt, B. B 1896-1903
Hoik, James 1890-98
Hnrdman, Lt.-Col. W. G 1894-1908
nWe, Thoe 1874-75
(6)In«rani, Robert 1905-16
Joynt, James 1860-68
Kan. Wm 1890-91
Kldi W. J., B.A 1897-1902
Kirby, Thoe. H 1866-91, 1900-1901
Kirby, T. Sidney 1908-16
Lansrsn, Thos 1868-61
(6)Lawson, A. T 1910-12
UBium. Pater 1870-81
Lett, Wm. P 1860-68
Lett, R. C. W 1897-98
(7)teydon, John 1909-10
(8)Low, Frank 1912
Low, Geo., Sr 1897-98

(8)Resi(nad Mardi, 1906.
(4)inaeted June. 1909.
?E)Kls£ted UarA, 1905.
(6)Elaeted Harrh, 1910.
(7)Resigned February, 1910.
(8)l!le«t«d April. 1912.



X-
8

MacCnktB. John 1 1880-96
MaeOvmid, A. J 1889-90
Ifaoub. Chaa 1904-16
Unht.Vbm 1880-1866
Majr, Oaone 1861-70
Mur. Qn.% 1889-1904
(nHeClMaKfamn. J. E 1914-16
McOtan^an, B 1901-08
MeChgr.^nw* 1864-69
HtCmcaUk. Henry 1866-59. 1860-66
USSS^. F 1918-16
UmSm, Bmry. 1881-90
Uortlmar, Owirge 1871-TS
Howst. Dudd 1877-60
Pht. JuMi A 1889-1900
rmUoL Lyman 1861-52, 56-68, 61-62
PnttTAbnlwin 1867-70, 88-64
Ftatt, Bonn O. E., B.A. 1898-1906
PMUa, 0«o. H . .

. ) 1868-1871
Fidford. E. H 1914
Hrid. John R 1906-10
Wdy^ldud 188S-6B
macVm IgH!
BiSrtm. J. P 1878-78
RobiaMm, Hinun 1867-1884
Roc Qmna G 1907-08
Kim>r% Om. H 1911-16
R«fm, S. Maynard 1888-1889
(10)Roii^ Crawford 1906-09
Rnm Roderidc 1866-62, 66-67
Rowan. Chas :^ 1858-1864
SootCoavid 7.- 1868-66
Saw, C. 8 1876-79
Stmt. Jobn W. 1906-08
a™», Thoe. A 1896-1901
Slatar, JaiBta D 1860-70
Sop«, W. Y 1889-97
SpaiTow, Chaa 1861-62
SnouK Robert A 190»-1S
SW^^toB. Patridc 1864
Stowart,llobert. 1889, 1892-98
StwnMTt, Wm 1866-67
Stornr, Daniel 1891-W
Stradban, Wm 1908-06
TMto,A. H 1878-74
(lu'niompion. Robt 1909
Toraey, Wm 1S62
Tubman. W. J 1904-06
Tnmeon, I. B 1860, 1862-1868

(9)Eleetw: March, 1914
(10)Rericned June, 1909.
(r)Rariincd Hay, 1909.
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OVWatm, Joim A 1»11-16

wnh, W. J 1889-S8, 1870-71
WOaoB, Aadimr 1867-68
WOMrn, Gm. H 190Z-06
WOaaa, Gw. J 1887
WIIm». J. C 1898-86
Worlonu, Ala 1860-64

,

18C6-68
m 1878-76

(U)EiMtad auptmobtt, 1811.
(18)DM AprU, 1818.
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City of Ottawa Public School Board

TRUSTEES FOR 1*M.

Hany J. Guppy, Biq., Chairman.

ViCToau Ward. Eltetad
forYwr.

U.-Col. J. A. Arrartronc, D.D.S 1916-lT
W. B. UowUnx, Ek 1S15-1S

DAUioona Wabd.

CbM. Ilaenab, Eki 1918-17
J. E. MeCkaatfum. Emi 1915-16

Whujnoton Wabd.
1

D. M. Chanban. bq 191»-1T
Hatty J. Ouppy, Eiq 191S-1C

Cbmtbal Wabd.

T. Stdacy Kitby, Ew] 191ft-17
Oao. H. Rotm, Eki 1915-16

Capital Wabd.

Collar S. Bitteh, Ek| 191S-17
John A. Wataoo, Em| 1915-16

St. Gbobobs Wabd.

E. Goo. Brown, Esq 1916-17
W. H. Chapman, Eaq 1915-16

By Wabd.

R. W. Hamfltoa. Eaq 1916-17
J. F. UcKialcy, Esq 1915-16

Ottawa Wabd.

J. Roland Hill, Ek) 1916-17
W. t. Faitbaiin, Eki 1915-16

RiDHAD Wabd.

Aitbnr EDii, Em, 1916-17
Robart Ingtin, Ehi 1915-16



RULES AND REGULATIONS

CITY OF OTTAWA

PUBLIC SCHOOL BOARD



12

RULES AND REGl'LATIONS
of the

CITY OF OTTAWA PUBLIC SCHOOL BOARD.

I. Proceedings at the First Meeting of the
Board.

1. The first meeting of the Board for each year
shall be held at the Board Room on the third Wednes-
day in January, at the hour of seven o'clock in the
afternoon, or at such other hour as may have been
fixed by resolution of the Board of the previous year.

2. At the appointed time the Secretary shall
call the meeting to order and proceed to read the
returns of election to the Board as certified to him
by the City Clerk, whereupon the elected members
shall take their places.

3. The Board shall then proceed to elect a Chair-
man. The election shall be by ballot, without
nominations. A majority of the votes cast shall be
necessary to an election, ..nd in case of an equality
of votes the member who is assessed as a ratepayer
for the largest sum on the last revised assessment
roll shall have a second or casting vote in addition
to his vote as a member.

4. Immediatelv following the election of Chair-
man the Board shall adjourn for a short time, and
the senior members present shall be a Special Com-
mittee to meet at once for the purpose of striking
the Standiiw Committees. In the absence of the
Senior member for any ward, the jimior member for
that ward shall be entitled to act on the Special
Committee. The Board resuming, the report of
the Special Committee shall be presented. The
Standing Committees shall be constituted as follows

—

(1) Finance —Five members; of whom three
shall form a quorum.
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(2) School ManaMment—^Nine members; one
member from each Ward, of whom five shdl form
a quorum.

(8) Building—Six members; of whom four shall
form a quorum.

(i) FumishinK—Six members; of whom four
shall form a quorum.
The Chairman of tJie Board shall be ex-offido a

member of all Committees.
6. Immediate following the adjournment of

the Board the Chairman shall call the Standing
Committees to order, and each Committee shall, by
ballot, without nomination, elect a Chairman for the
ensuing year, a majority of the votes cast being

' to an election,

be officers of the Board shall be the foUow-

Secretary-Treasurw,
Senior Inspector,
Junior Inspector,
Superintendent of Buildings,
Clerk of Supplies,
Assistant Secretary.

II. Meetings of the Board.
7. Unless otherwise ordered by special motion,

regular meetings of the Board shall be held on the
first Thursday of each month commencing at eight
o'clock p.m. Should such Thursday fall on a statu-
tory or dvic holiday the Board shall meet on the
evening of the following day at the same hour.

8. Unless there shall be a quorum present within
flftem minutes after the time appouited for any
meeting, the Secretary shall record the names of the
members then present and the Board shall forthwith
stand adjourned until the next regular day of meeting,
unless a Special meeting is called as hereinafter pro-
vided.

9. The Board shall not remain in session later than
deven o'dock p.m. unless it be otherwise determined
by a two-thirds vote of the members pNaent.
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10. Special mMtinn of the Board may ba called
Mr the ChBirman on Ua own raaponaibiiity at any
time, and it shall be hia duty, or in his abaenoe, the
duty of the Secretary-Treasurer to convene a special
meedng whenever reauested to do so by a written
requisition signed by nve members of the Board.

III. Rulea of Order.

11. At all meetings of the Board ten members
shall constitt^te a quorum, and the vote of the majority
of such quorum shall be necessary for the transac-
tion of business.

12. At the hour of meeting the Chairman ahall
take the chair, and the members shall be called to
order.

13. In case of the absence of the Chairman, the
Secretary-Treasurer shall call the meeting to order,
and a Chairman shall be choeen who shall preside
during such absence. In the event of the death or
resignation of the Chairman during the year, the
Boud shall at its first regular meeting thereafter,
proceed to elect a Chairman for the remainder of the
year in the manner herdnbefore prescribed for the
election of the Chairman at the inaugural meeting.

14. If both tht' Chairman and the Secretary-
Treasurer should be absent at the hour for opening a
meeting and there is a quorum in attendance, tiie

memb^ present shall appoint a Chairman and a
Secretary pro tem.

15. In the absence of the Chairman any meml>er
appointed to act as Chairman by a majority of those
preeent shall preside, and the Chairman or person so
acthig shall vote with the other members on all

questions and any question on which there is an
equality of votes shall be deemed to be negatived.

16. When the Chairman is called on to decide a
point of order or practice he shall give his decision
and state the rule applicable to the case, without
argument or comment.

17. The ruling of the Chairman shall be subject
to an appeal to the Boi^d without debate.
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18. Upon a dhrUon of tha Board the nmmaa of
thoaa who vote for and of thoae who vote against the
que«tion ihall be entered upon the minutes when any
member 'Amanda the yeaa and nays before the vote
shall havv. been taken.

19. If the Chairman desires to leave the chair for
the purpose of taldns part in debate or for any other
purpose, he shall call one of the members to fill his
place until he resumes the chair. Any member
temporarily oceupyinr the chair shall discharge all

the duties and en]oy aU the rights of the Chairman.
20. Any member desiring to speak must rise in

his place and standing uncovered, address the Chair-
man. The latter, on being thus addressed, shall call
the member by name, and such member may then,
but not before proceed to address the Board, and no
one shall be »t liberty to question the decision of the
Chairman.

21. No member while speaking shall be interrupted
by another, except upon a point of order, or for the
purpose of explanation. Tne member so interrupt-
ing shall confine himsdf strictly to the point of order
or the explanation.

22. Any meml>er called to order from' the Chair
shall sit down, but may afterwards explain, and the
Board, if appealed to, shall decide the case, but
without debate; if there be no appeal the decision
of the Chairman shall be final.

23. No member shall speak longer than fifteen
minutes on the same subject without leave of the
Board, nor shall any member, without permission
of the Board, except in explanation speak more than
once upon any question or motion; but the mover
shall be allowed to reply.

24. Any member of the Board may require the
auestion under discussion to be read at any part of

lie debate, but not so as to interrupt a wppaW
26. If a motion be made introducing any new

Dfiattar (other than matters of privilege and peti-



u
tilM) of which no notiot hM btta givw at a prtriouimMtinf

. any nMmbtr may dMaand that nSiaa h*
Igrm, and U aueh domaadba HMtaiiMd by a maioritiroftha iMmbm pmoit, tho motioB iatrbdudMwdi
naw matter ihairstond as a aotiaa of motkmftr tha
nait meedng of the Board.

"~"»nw we

V^' ^'V^
nwttar when once decided by the Boafd.uaU not be ra-introduoed durinc the year, unkaa bv

a two-thirda vote of the memben preant at thema^
ing wh"n the lame ia eo re-introduoed.

^^
27. ^o matter shall be entertained and coMidand

by the ^oui until it h«s been referred to the C^
""St* ""^K Propw cogniaance of the same, and
until such Committee hss nported thereon, ^esa
by a two-thirds vote of the members present.

28. All motion^ except motiona to adjourn, shall
be in writing, and seconded, before they are stated
by the Chairman. ' •<-wa

29. No member introducing a motion shall be at
Uberty to speak to the same until it shall have been
read from the Chair.

80. Wheo a motion haa been stated by the Chair-
man, it shall be open to debate, and shall be dis-
poeed of oidy by a vote of the Board unless the mover
by permiadon of the Board withdraws it.

81. All enquiries made through the Chairman, by
members, shall be in writing.

32. Any member who has given notice of motion
may withdraw the same only by the unanimous leave
of the Board.

83. No member of the Board shall have mora
than one vote on any question, except as provided
for in clause 16 of these Rules and Reffulationa. and
sub-section 6 of section 67 of the Public Schools Act.
bemg R. S. O. Chapter 266, which reads as follows-—
"On every question other than the election of a Chair-
man, the Chairman or prending officer of the Board
may vote with the othn^ munbers of the Board, and
any question on which there is an equality of • ates
shaU b« deemed to be negatived."
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Call^ raU and noting mwnlMn pnMnt.
MMding and ooaflrming the minutM.R«^ ooraBfJunlcaUons. petitions, etc., to

PraitnUtion of Raporti.
Enouiriw.
Notion of motion.
Ck>ntideration of reports.

i*v/ Adjournment.
No variation in the foregoing order of busing•haU be permitted, unleae b/n S^o-thirda voHf SS

f^'^ PW*nt. which vote shaU be Ulcen without

.hfg- be'^^^SS't:'^'^"""
"''"** "° ™"»"

(1 ) To adjourn.
"

J''* previous question.
To lay on the table.

. . To postpone.
(6) To commit.
(6) To amend.

A motion to adjourn a debate, oi for the previcu.

3eblte!"' " *" ^^ °" *•*" ^*''*' "'"'" ''*' put KUt
K,.?^;«

^ motion'tp adjourn shall always be in order,but no second motion to the same effect shall be madeuntil some other business shall have intervened

.j.?n .. •^i™j*'°?,
'"' commitment, until it is decided,

shall preclude all amendments to the main question.

,-Jf i7^^'
P^'^^ous question may be moved at anytime when a motion or amendment is before tiie Chair

fUS^*^ ^n"/^- *•"** '•" member while actually
sne^gjshaUbeinteiTupted for this purpose. 1^the previous quotion being moved it shaS be put^the Oiairman without debate, as follows: "ShaU tl^question be now put?" If wiled tiie CluSmm
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shall forthwith put the qtMstion upon the motion
and amendments then before the Chair in the order
in which the same are required to be put by these
rules uid the same shall be voted upon and msposed
of without further debate, and no other motion or
amendment shall be entertained until the motion
and amendments, in respect of which the previous
question has been moved, shall be finally disposed of.

39. All amendments shall be put in the reverse
order m which they are moved, except in filling up
blanks, when the lonffest time and the largest sum
sh^ be put first; and every amendment submitted
shall be m writing, and be decided upon, or with-
drawn before the main question is put to the vote.
Only one amen^ent shall be allowed to an amend-
ment, and any amendments more than one must be
to the main question.

40. In all motions for the appointment of any
member of the Board, or of any other person, to any
ofllce other than that of Chairman, the names of all
condidates shall be submitted before any vote is
taken, and the candidates shall be voted on separately
in the order in which they are proposed.

41. When the question under consideration con-
tains distinct propositions, then upon the request
of any member, the vote upon each proposition shall
be taken separately.

• *^i ^.° ™®™*'«'" shall speak to the question after
it 18 finally put by the Chairman, nor shall any other
motion be made until after the result is declared; and
the decision of the Chairman as to whether the
question has been finally put shall be condusive.

43. When the Chairman has to decide a point of
ordw he shall, if requested to do so, state the r\ile
applicable to the case, but without comment; and
mien putting questions to the vote, he shall observe
the order in which they are presented.

44. Any member dissatis^ with the vote upon
any question may move for a re-consideration at a
later stage of the same meeting, or he may give notice
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in writing that he will move for reHWnsideration at
the next meeting; but in order to secure a re-oon-
sideration at such next meeting, the motion will
require to be sustained by a majority o! the whole
Board.

45. A motion to re-consider, once negatived, shall
not again be entertained.

46. Whenever the Chairman shall adjourn the
Board for want of a quorum the time of adjournment
and the names of the members present shall be
recorded in the minutes.

47. When the Board shall determine to go into
Committee of the Whole the Chairman shall name
the member who shall take the Chair.

48. A report of the Committee of the Whole may,
before its adoption, be amended by a majority of the
Board without going back into Committee of the
Whole for that purpose.

49. A member on whose motion a Special Com-
mittee is appointed shall be a member of such Com-
mittee and convener of its first meeting, at which the
Committee shall elect its Chairman,.

50. AH petitions, enquiries, or communications on
any subject within the cognizance of any Standing
Comimttee, shall, on presentation, be referred by
the Chairman to the proper Committee without any
motion; but it shall be competent for the Board, by
a two-thirds vote, to enter upon the immediate con-
sideration thereof.

51. Whenever the Chairman is of the opinion that
a motion presented is contrary to statute or to the
Rules and Regulations of the Board, he shall so
apprise the members, and quote the authority ap-
plicable to the case, without comment.

62. In the event of any contract, engagement,
recommendation, order, instruction, nomination,
claim, account, report or proceeding of any Committee
being objected to by the Finance Committee on any
of the grounds set forth in section VI, article 71, of
these Rules and Regulations, any member of the
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Board ma^ appeal against such objection by th»
Finance Comnuttee, and tlie appeal against such
objection shall be allowed by the Board only upon a
two-thirds vote of the memben present bang recorded
in favor thereof.

63. All reports of Committees involving the
expenditure of money shall be submitted to the
Finance Committee before presentation to the Bou^.
If BO required the minutes of proceedings and reports
of Committees shall from time to time be furnished
to the Finance Committee, and these minutes and
reports shall bo accompanied bv a summarized
statement of all expenditures made, and estimated,
and ascertained liabilities incurred, during the pre-
vious month.

I

IV. Committee of the Whole.

54. In Committee of the Whole all the Rules
of the Board shall be observed except those rules
respecting the yeas and nays, and limiting the num-
ber of times of speaking; and no motion for the pre-
vious question or for an adjournment can be received;
but a member may at any time move that the Chair-
man leave the Chair, or report progress, or ask leave
to sit again; and all original motions shall be put in
the order in which they are proposed; and shall not
require to be seconded.

56. When a motion is made in Committee to
rise and report, the question shall be decided without
debate.

v. Committees.

66. Committees appointed to report on any sub-
ject referred to them by the Board shall report in
writing a statement of facts, and also their opinion
thweon; and it shall be the duty of the Chapman,
or acting Chairman, to sign and present the report.

57. A minority of any Committee may have a
Minority Report presented by the Chairman of the
Committee m the same manner as the Majority
Report is presented.
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58. Committees shall have power in cases of
emergency to spend an amount not exceeding fifty
doUars, but no Committee shall enter into any con-
tract or agreement involving the payment of money
to an amount exceeding fifty dollars until such con-
tract or agreement has been approved of by the Board.

59. No Committee, without the approval of the
Finance Committee, and of the Board, shall exceed
the appropnation made to such Committee for any
purpose; but with such approval of the Finance
Committee and of the Board, any money unexpended
by any jie Committee for any purpose, may be
transferred to and used by any other Committee
designated by the Board.

60. Reports of all standing Committees shall be
printed before presentation to the Board, and shall
contam the names of the members of such Commit-
tees present at the meetings at which such reports
were adopted; and if at any time a meeting of any
of the Committees shall be caUed, but at the time
appomted a quorum is not present, the Chairman, orm bis absence the Secretary-Treasurer, shall report
the fact to the Board at the next meeting, giving the
names of the members present. All reports of C-^m-
mittees must be laid on the table in the Secretary-
Treasurer s office at least one day before presenta-
tion to the Board, and a copy thereof mailed or
delivered to each member of the Board.

iv^^Aii.
¥***'"88 of any Committee may be called by

the Chairman thereof whenever he shall consider it
necessary to do so; and it shall be the duty of the
Chauroan, or in his absence, of the Secretary-Treas-
urer, to summon a special meting of a Committee
whenever requested in writing to do so by three
members thereof.

o *^:
,
"^^^ business of the respective Standing and

Spead Committees shall be conducted under the
followmg regulations;

(1) The Rules of the Board shall govern as far
as may be applicable.
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<2) No motion shall require to be seconded.
(3) No motion for the previous question shall

be allowed.

(4) The number of times of speaking on any
question shall not be limited.

(6) The Chairman shall preside at every
meeting, and may vote on any question
submitted.

(6) Any question on which there ia an equality
of votes shall be deemed to be negatived.

<7) In the absence, er until the arrival of tha
Chairman, one oi the other members shall
be electea to preside, and shall discharge
the duties of the Chairman.

(8) The Chairman shall sign all such orders and
documents as the Committee may properly
order.

(9) The minutes of all tmnsactions of every
Comi<?ittee shall be accurately entered in a
book provided for that purpose, and at
each meeting the minutes of the preceding
meeting shall be submitted for confirma-
tion or amendment, and after they have
received the approval of a majority of the
members present they shall be signed by
the Chairman.

(10) Each minute so recorded shall have attached
to it a progressive number for reference,
and an analytical index shall be kept for
each minute book.

(11) When D division takes place on any ques-
tion the votes of the members shall be
recorded if required by one of the members.

(12) No order or authority shall be recognized
as emanating from any Committee unless
it is in writing, signed by the Chairman, or
Acting Chairman, jr tka Secretary, and
unless it refers to the minute of the Com-
mittee under which it is issued.
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VI. Finance Committee.

The Finance Committee shall:—
63. Meet on the Friday immediately precedinz

each r^ilar meeting of the Board.

tv*"i j^® ^^^ supervision of all fiscal concerns of
tbe Board, and report the condition of the various
funds.

66. Prepare a detailed statement of the estimates
of mon«y necessary to be raised by the City Council
for the 8U|H>ort of the schools, and report the same
for the action of the Board not later than the fifteenth
day of February in any year.

66. Examine all accounts presented to the Board,
and consider and report on all matters referred to
them for report.

1. ^\ ^?^'* ^^'' '^^ accounts when countersigned
by the Chairman of the Committee having such bills
or accounts in charge.

68. Have control of the Secretary-Treasurer and
hiB assistants aud give directions for the proper per-
fontianoe of their respective duties.

69. Regulate the salaries of the Board's officers
and their cl'srks.

70. Insure school property and report the same
to the Board.

71. Have power to report against any contract,
ordek-, engagement, nomination, claim, account, or
proceeding mrolving the expenditure of money, in
case the same shall:

(a) Not comp^ with the law, or with the Rules
and R^ruiations of the Board.

_(b) Exceed the appropriation made to the Com-
mittee reporting:

(c) Exceed the ppropriation for the special work
or service reported on;

(d) Require the expenditure of money beyond
/
**^™*t6* ioT the year for any work or service;

(e) When an instruction contempladng an ex-
penditure of the funds of the Board shaH have been
given to the Committee by a majority of less than
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two-thirds of the membera then present and
voting.
72. Forbid the payment of any money, the ion-

ing or delivery of any cheques, or of any aecim^,
if deemed expedient so to do, until the matter be
further considered, or be referred to the Board.

73. Have the supervision of the boola, accounts,
documents, vouchers, money, debentures ard se-
curities of the Board; see that all the duties and
services in connection with financial affairs which
ought to be performed by the Secretary-Treasurer
and theof&oers in his department, are performed,
and advise the Secretary-Treasurer when necessary
in all matters pertaining to finance.

74. Regulate all matters connected with the
receipt and payiAent of money; order the adoption
of such regulations in connection therewith as may
be deemed necessary for the prevention of any pay-
ment being made in contravention of the Ruies and
Relations, and generaly manage the financial
affairs of the Board.

VII. School Management Committee.

The School Management Committee shall:

—

76. Meet on the Tuesday of the week immediately
preceding each regular meeting of the Board.

76. Consider all applications for situations as
teachers or school nurses, and shall make recom-
n^endations to the Board for the filling of all vacan-
cies whenever such may occur.

77. Fix the salaries of supervisors, teachers and
school nurses.

78. Have control of the Inspectors, supervisors,
teachers, and school nurses, and give directions for
the proper performance of their respective duties.

79. Have control of the department of School
Hygiene and all officials connected therewith.

80. Have power to censure, reprimand or suspend
all teachers and officials for serious errors or for mis-
conduct, and make temporary appointments in case

X



of vacuideB; but every such appointment shall be
reported to the Board for approval at it». next meet-

^\\ R«POTt to the Board n« iater than the regular
meeting in February, stating what additional school
acccmunodation ia required.

82. Submit to the Board such Regulations for the
efficient management of the schools as may be deemed
atpedient, having regard to the arrangement of
classes, the course of study, and the decorum of the
pu^ls.

_
88. Consider such matters as may be referred to

It by the Board and report thereon.
84. Define the limits of each school district.

VIII. Building Committee.

The Building Committee shall:—
86. Meet on the Thursday immediately preceding

the regular meeting of the Board.
86. Have the general suprvision of the construe

tion and repair of school buildings and the laying
out of grounds. v " "^

.
87. Have control of the Superintendent of Build- ^ Vvi

ings, caretakers, and all mechanics and workmen V,
* >

employed by the Board. xk
88. Whenever requested to do so by the Board to ''^

report upon the expediency of purchasing, selling,V>renting, building, altering, repairing, enlarging or v
improving any school property. ^

89. To have prepared and properly executed a i
wntten contract with every school janitor, which r*
contract shall be for the calendar year. The said
contract shall bind the janitors to conform to the

'^

general rules laid down for their guidance by the «i
Board, and m addition shall specify other duties v
Pwwafibed by the Superintendent of Buildings. ^
.

90. Have charge of all repairs, enlargements or Y
improvements affectinc any school property, and
suporintend the erection of all new buildings ordered
by the Board.

R



91. Report to the Board nominatioiu for posi-
tions of caretalcer. Report upon re^ngagements of
caretalcers, which shall be made at the regular meet-
ingof the Board in December of each year.

92. Report to the Board all changes considered
necessary in connection with the heating of schools
»nd of t he use of water, gas and electridty therein.
_ 98. Upon the report of the Superintendent of
Bmldings have power to dismiss any caretaker who
fails to carry out any directions given by such Super-
mtendent.

94. Report to the Board at the next meeting any
action connected with the dismissal of a caretaker.

96. At a meeting not later than the regular
meeting in February in each year, make a detailed
report m writing of the character and extent of the
repurs and improvements recommended to be made
to the schools and prenoiaee during the current year.

96. Consider all matters which may be referred
to It by the Board and report thereon.

IX. Furnishing Committee.

The Furnishing Committee shall:

—

97. Meet on the Monday of the week immediately
preceding the regular meeting of the Board.

98. Have supervision of the printing of the Board,
and have charge of all school furniture, supplies and
apparatus.

99. Prescribe the duties of the Clerk of Supplies.

100. Purchase all fuel, furniture, caretakers'
supplies, and all other supplies for the nuuntenance
of moveable school prop«^; and upon the written
recommendation of the Senior Inspector purchase
all books, stationery and all other supplies of all
kinds for the use of teachers and pupils, but shall
not, except for incidental expenses, contract such
obligations until instructions from thr Board have been
been received, and when they have expended money,
they shall report the accounts in full, duly certified,



which accounts ihall be referred to the Finance Com-
mittee for examination.

X. Money Appropriation*, Accounts, Expendi-
tures, Contracts, and Improvement*.

101. All appropriations of money shall be sub-
mitted to the Board in Committee of the Whole
before adoption by the Board.

102. Every contract with the Board shall be in
wnnnK ««>d when the amount exceeds one hundred
dollars the performance thereof may be secured by
bond with two sureties in double the amount to the
satisfaction of the Board, and when the amount is
less than one hundred dollars a bond may be taken
if deemed advisable.

103. No contract for an amount exceeding one
hundred dollars shall be entered into by the Board
>">t>l tenders shall have been called for, and no tender
shall be considered unless accompftiied by an ac-
cepted cheque (payable to the order of the Secretary-
Tr^surer), or a cash deposit equal to five per cent,
of the amount of the tender, in •^,he event of the tender
exceediuE the sum of five hunrlred dollars, and on all
tenders for five hundred doUurs or under the deposit
to be ten per cent., and the deposit shall remain in
the custody of the Board until the contract to which
such tender relates is awarded, and the deposits of
the uiwuccessful tenderers shall then be returned to
them, but the deposit of the successful tenderer shall
be retained by the Board until a bond shall have been
properly executed. The Board shall hcve the right
to retam the cheque as security for the performance
of the contract in lieu of a bond, and in case the
cheque is thus held by the Board, the Board shall
nave the right from time to time if it deems right to
repay any portion of the said cheque as the work
progresses. In case a tender has been accepted and
the tenderer fails to execute the contract and requisite
bond (when such bond is demanded) the deposit
shall be forfeited to the use of the Board.
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104. Prior to tho introduetioii ud puatng of tho
Annum! Ettimatca of Raodpta and ^cponditiuw. all
By-Uwi and Reaolutiona of the BoaTdpropodns to
authoriaa the npenditura of money ahall only bePMMd aubject to a reference to the Finance Com-
mittee, to aatinute for the same; and after the in-
troduction and paMins of the Bitimatea aueh By-
lawB or reaolutiona ahaO be subject to aueh raferan«xa
unleaa paiaed by a two-thirds vote of the membets
P"!^*,:?"**

voting; ud in every case of reference
to the Finance Committee, no Committee, or officer
of tiie Board, shall act upon any such By4aw or
raadiution until a report of the finance Committee
certifyinK the mode of providing funds, haa been
adopted by the l^oard.

106. No work or improvement shall be authorised
by the Board without dther an eatimate of the prob-

u.J'^ thereof, or (in the abaenoe of an eatimate),
nmiting ui amount therefor; and no contract ti«ll
beentered into for such woric or improvement at a
Iwrgo' sum, or involving a greater expenditure thanUM amount wo eatimated or Bmited, until the Finance
Committee shall report to the Board that funds have
been provided thorefor.

106. When money is duly authorised to be ej-
pended for any purpose, the amount to be expended
shaU be credited to an account to be opened for tLe
object for which the money is voted, and all expendi-
tures in respect thereof shall be charged to such
account.

107. Any one of these rules may be temporarily
suspended by the unanimous vote of the members
present at a meeting of the Board, yet only upon
mature consideration and for lu^nt reasons, but
they shall not be <«pealed, altered, or amended with-
out one month's previous notice in writing, and
then only by a majority of the whole Board.

108. All teachers' and officers' payrolls shall be
certified to by the Secretary-Treasurer, the Senior
Inspector, and the Chairman reflectively of the



Manawmrat and Fbumw Committer. AU other pay-

the Superintendent of Bufldinga, and the Chainnen

Mt^ BuUdIng and Finance Com-

109. The Rulee of Dominion ParUamentanr
pracrice not inconsistent with these Rules shaU
govern the Boar*' in all cases to which they are
applicable.

'

110. When the Board is of opinion (expressed by
respluUon in writing) that the public interest re-
quires that any meeting shall be held with closed

f???* » Pf^*^ ^^'^P^ *•>« members and officers
of the Board shall be excluded therefrom.
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City of Ottawa PnbKc School Board

RULES AND REGULATIONS
For Officer., Teachers. Principal.. Num..

auperrlMn. DriU In.tructor,
Caretaker, and PupU..

DUTIES OF INSPECTORS.
The Senior Inspector.

by the Board
^ *"°* *" *™« be fixed

^m^'^%::itm'r^-m^
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7. He shall transfer pupils from one school to
another only according to such conditions as may
be fixed by the Management Committee.

8.
_
He shall deal with any case of suspeiision or

expulsion of a pupil in which an appeal is taken by a
parent or guardian.

9. He shall investigate all charges and com-
plaints made in writing against teachers, and report
the same to tLe Management Committee.

10. He shall receive and approve or disapprove,
and report in writing before they are sent to the
Furnishing Committee, on all applications and re-
quisitions for school furniture or furnishings, maps,
text boola, reference l)ooks, stationery, athletic,
domestic science, manual training and kindergarten
supplies and all other supplies for the use of teachers
and pupils.

11. He shall, after consultation with the Jimior
Inspector, recommend in writing to the Management
Committee the appointment or transfer of all teadheis
and school nurses.

12. He shall attend at his office each school day
from 4 to 6 p.m., and on Saturdays from 10 a.m., to
1 p.m. to meet parents and teachers on school busi-

13. He shall prepare all reports, regular and
special, concerning the public schools, required by
the Education Department of Ontario.

14. He shall make an Annual Report and submit
the same to the Board at such time as may be ap-
pointed in each year, giving the particulars of the
cost of maintenance of the schools, the classifica-

tion of the pnipils, the attendance of pupils, the sjrs-

tem of examinations and promotions, and such other
ruatters as may be of interest to the Board.

16. He shall require from the Principals, and
shall Mmadfjtake monthly returns of the attendance
of teachers and pupik, and of such other matters aa
may be desirable for record.
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16. He shall be responsible for the system govent-
ing the promotion of pupils from one grade to another.

17. He shall certify to the oorrectneae of the pay-
rolls for Supervisors, Teachers and School-NurMs,
iMfore they are sent to the Management Committee.

18. He shall attend all meetings of the .loard and
all meetings of Standing and Special Committees
unless excused by the Chairman of the Board or the
Chairman of the Committee from which he is absent.

19. He shall take charge of the government of
the schools, and direct and control tne business of
teaching.

20. He shall visit the schools regularly, and ad-
miiuster their government in every practical detail,
instituting and enforcing such regulations as may be
necessary to their efficiency, subject to the approval
of the School Management Committe«.

21. He shall summon all meetings of teachers,
supervisors, or nurses, for conference with the In-
spectors.

22. He shall assign to the school nurses their
respective duties and be responsible for the way in
which they cwry out the instructions laid down for
them by the Board.

23. He shall be responsible for the management
of the doital clinic, subject to such rules as may be
laid down by the Board.

24. He shall be solely responsible for class-room
inspection of such schools as may from time to time
be determined by the Board, and shall report on
them in writing to the Management Committee, ac-
cording to the Regulations of the Education Depart-
ment.

26. He shall perform such other duties as the Board
or any Committee thereof may direct.

26. He shall have power to summarily suspend
any teacher, supervisor, or school nurse in the employ-
ment of the Bof»ti for misonduct or insubordina-
tion, but such suspension must be immediatdy
reported in writing to the Chairman of the Board.
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Th« Junior Inap«ctor.

.~J« ^".^^•l ^ P»ponsible for claaB-room in-
spection of the regular Khoola not placed solely under
the charge of the Senior Inspector.

<j«J;. ?" '^?^ )* ^"^^y responsible with theS«uor Inspector for the inspection of any specialKho^ or classes that may be established bytiie

3. He shall, when not engaged in the work of
claas-room inspection, perform such office work and
Keep, such office hours as may be assigned to him by
the Senior Inspector.

T
*• ^He "hall, during the absence of the Senior

iMpector f -om any cause, assume fuU charge of the
administraton of the schools.

*!. »V ^* ^^^ attend meetings of the Board or of
the MawKement Committee when requested to do soby the Chairman thereof or by the Senior Inspector.

6. He shall give his assistance to the Senior
inspector on any matter connected with the appoint-
ment, promotion, transfer, or Hi«miaffai of a teacher.

7. He shall, when requested to do so by the
benior Inspector, meet classes or groups of teachws
or supervMore to advise or instruct them in the
details of their work in the class room.

DUTIES OF THE SECRETARY-
TREASURER.

J J- T¥, Secretary-Treasurer shall attend to the
duties of his office from 9 a.m., until 6 p.m., and on
Saturdays from 9 a.m. until 1 p.m. for the transac-
ttan «>f the business appertaining to the Board and toms office. Except on Statutory hoUdays he shall
TOt be absent from his duties unless by leave of the
CiMirman of the Board, or the Chairman of the
Finance Committee.
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«nH^„»^* '^ ^^^^^ "^ meetingB of the BoanL
SemnL?*SS?1^""'^/P**=^. Committed, ^SdS
^n^'ni^Li^ *?** «K»rd minute, of he pro-

imiieee, keep a book of accounts Bhowins the in.

the state of the account with the City TreMurerand in .conjunction with the Chairman S^ th"^^
mi«^^^?'* ^''I

Chairman of the RnanMcSS
™d1& cTql."^"^*'"™ "P°» *''« City TreasX

SDeLuf"wifhii' *i^"!?''*^.*ff «»™Pondence, not
S?7rf!X-^,^S^"

the department or aHaing directlyout of the duties of the inspector.
""=vujr

l«tt«s 7^'!?^ ^ll *!,• '^^'^'y- '"'<» «»»>mit aU

SdMCk.m'S^SSi'"'^
"*'"'' documents for the Boa«l

por4- of^ComS^!"^ """ *^^ '"^^ '>' '^ ^
«,.*l"ii ^^ "^^^^ returns of aU salaries: make

7. He shall, a the beginnine of each mnnfh

feST olv^hS
^'"^'"^

?r*^« d^e^nfschc^S'rt
leee payable by non-residents and seoarate apitnS

H«J!u ^C^*" ^P*^ damages to school property, and
fndTn^r? «!!Jk

"* ^^'^ ^^""^ ^ *« credit of th^oarf.and report such payments to the Board.

«.,/'^t^
shall promulgate all orders of the Boardand of Committees, and generally act undw ?h«

authority of the Board and fts C&ln. ^d of tbl

SrSli^f" *"i
*''*^ Chairmen, and in "concunLncI

Cdep^S"*"' «" *" «• ^'^^ ^ the duto'Sf

fj+if• J ^f *''*'' *'=* "^ custodian of all evidences ofttUe. deeds^ mortgages, leases, bonds, an^meS or^« mslTuments relating to the pro^^T^thl^ard, and only aUow the same to b5 tSfiom wJoffice on the order of the Board or of toe cK«S



of theBovd, or of the Chairman of the Finance Com-
mittee.

10. Notify each member of all meetings of the
Board »t leaat twenty-four hours previous to the
time at which such meeting is to take place, by written
or printed notice to be addressed to each member of
the Board, at the place designated by him, for receipt
of notices.

11. Notify each member of all meetings of Stand-
ing Committees.

12. Give security as required by law, to the satis-
faction of thy Board, by the covenant and under-
taiang of a good and sufficient company or associa-
tion, duly incorporated, for granting bonds of surety-
ship for persons lulding positions of trust, to an
amount to be 6x^6 by the Finance Committee.

_
18. Make payments and disbursements accord-

ing to the Rules or Regulations of the Board, or by
statutory or other authority, and report to the fin-
ance Committee or the Board when appropriations
therefor are exhausted.

14. Superintend the transactions of his depart-
ment and of his subordinates, and duly compare,
check and verify the entries of receipts and disbuise-
ments with the accounts and vouchers for the same,
and with the books of the office.

15. Supply all information relative to the finances
of the Board, and all other matters connected with
his office, when required by the Board and Standing
Committees.

16. Superintend the preparation of the teachers'
monthly tune-sheet and the deductions to be made
on account of absence or otherwise.

17. Caiue to be furnished to the Finance Com-
mittee at the regular meetings in every month, after
passage of the estimates, a report as per schedule "A."

18. He shall perform all the other duties required
of him by the Rules or Regulations of the Board.
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DUTIES OF THE SUPERINTENDENT OF
BUILDINGS.

The Superintendent of Buildings shiill:

T. ifj.
^*<*?d all meetings of the Board and of the

Committee to which he may be summoned.

thJi^^f^^^ *" Annual Report for submission to

S- ^t^'f^"!!?' *^^ ^^"«» »' the "chool buiSU
&52rio^**ir °^ ,*''* ^e"^' «"«» the inaeas^;
«^^*^°" *° *•** ^^"« *''e'«o^ M comparedTith

eacft school, the condition of the seats and desks!the system of heating, and the amount of fuel «»!«imed, a detail of the repairs made in each sch^l ?ndsuch other matters as should be r^port^. ' "

»ii ^,r,^F'^^'"' SF disapprove of aU requisitions for

man^^SMVu'^es'^ °' '^*«''''"' '» *•»« •^''-

car^-of ?Mtt^*„'i%i:^ .SS! fr^^it^S!
ance with the contract of purchase.

»>-«»'ra

«- - .^Port in detail to the BuUding Ck)mmitteeon or before the first day of February L iwSTwS?
Sn„M r^'^Ti*'. ""d repairs which/in hfaopi^'should be undertaken by the Board during the yw!
ti«n. .^*^"®, ?" necessary plans and spedflca-faona, and working drawings with proper tra^a
be ererted by or for the Board, and also of the ranai™

plans sha. be the exclusive property of the Board
.

7. Superintend all buildings in course of erection

^n& ^""^ '"*^ '™'**^ «"^'>™ stricSy to
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f«,m fj-Sf^t'" ^^^ *® *^« B«il«»inK Committeefrom time to time the promH of buUdlnw inooSZ

^t^\^ •*"• "• ^"^ ««cted acooS tocontract bi the caee may be.
^^

/.m-i* *^f^ *o all accounU paadnK through his

lo' iui^ET^i^'* '"','''« «m,cta6i!rKof'^'"

«J.L-^T® »"i?»<"'ty to order any amaU repain

nf In ^^^ charge, under the proper Committee.

LMsfesgnTS?Malls'^
18. Have the supervision and control, under the

e1SS?^''i.?\hra"^'"-^**-' »' "^^^-

SkLS'fS^l ?.'*'='r> •^^^«''' »nd ttIt*tteS:takwB fulfil their duties in all respects accordinTto

in^ ffitef *»' *''•" Board,aiidi5^ to tteK& dStiS
"^ ""Kulanties in the discharge of

16. Attend to the proper heating and ventilation
of the schools, and to repairs to theiame.

'^^"""*"'

16. IiMPWrt; aU school buildings periodically andkeep a rerord of the condition thereoTat thebWofuch visit in a book to be kept for that pi^pow
17. Have charge, under the direction of theBuildmg or FumisSig Committee, asthe caw n»?^

te, orf d^ meehamcs and labourer employ»dby^
Board, have power to engage and diicli^ ii^
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BoMd^dS^hiTSlSSS,. "" ""P'^y** «" the

19. Attend in hia office from 9 to 10 n m A.tu.

DUTIES OF ASSISTANT SECRETARY
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DUTIES OF CLERK OF SUPPLIES.

1. He shall issue written orders for the pur-
chase of all supplies ordered by the Board through
any of its Standine Conunittees as directed by that
Committee. He shall receive the supplies when
ddivered and see that the amount or weight of the
goods corresponds with the invoice and that the
quality is according to the specifications, tends-, or
contract. He shaU certify in writing .on every in-
wrfoe before it is presented to a Committee of the
Board that the goods have been received, that the
quality is according to agreement, and that the price
is correct. He shall keep a stoc k book showing the
supplies on hand and the deliveries recuved from
time to time.

2. He shall distribute the supplies to the various
schools upon requisitions from teachers and janitors,

api»oved of respectively by the Senior Inspector
and the Superintendent of Buildings, and shall re-

quire from school Principals and janitors receipts
for all supplies delivered to them. He shall from
time to time advise the Finance Committee regard-
ing the stodcs in store and the amount of insurance
that should be carried to protect them against loss.

S. At the end of each calendar year he shall

furnish to the Soiior Inspector and the Superin-
tendent of Buildings detailed statements <h tbs
supidi^ used by each school during the year, and their

oo>t.

TEACHERS.

1. The appointment and remimeration of teachers
shaU be detomined by the Board of Trustees, and
teachors are prohibited from receiving payments from,

or on account of any pupils attemung the publie

schools.
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2. Teachers after at least two years probation
shall be engaged by the year, and all agreements shall
be in writing upon a form prepared by the Solicitor
of the Board, and shall continue in force from year
to year, unless and until they are terminated as here-
mafter provided. Either the Board or a teacher
may terminate any such engagement by giving
notice in writing to the other of them at feast two
calendar months previous—and so as to terminate
on the last day of June or December. The Board
reserves to itself the right to specially release any
teacher from his (or her) engagement—and reserves
also the power to dismiss any teacher at any time
for misconduct.

_
3. No teacher shall be appointed to the staff

without a medical certificate upon the form approved
and adopted by the Board.

4. All Prindpab hereafter appointed must hold
first dass certificates.

6. Teachers shall be paid thdr salaries in ten
equal instalments as follows:—On or about the third
day of February, March, April, May, June, October.
November and December, and also at the dose of the
school terms in June and December.

6. Teachers absent on the re-opening day after
any vacation shall not resume du^ until offidally
authorised to do so by the Senior Inspector, every
such case to be reported to the School Management
Committee at its next meeting.

7. Teachers commendng duty on or before the
first day of February or October shall rank as second
year teachers on the first day of January or Septem-
ber following, but those commencing duties after the
first day of February or October in any year shall
rank as second year teachers one year from the first
day of January or September following.

A teacher who has served this Board aevm full
years on a permanent certificate shall when receiving
his next yeariy increase proceed to Iiia maximum
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^^ Sf?w^* "° ""•* """^ "^y ««*d 1100

diril^^^^^i?*^ *" required to conform to the

2KSL^ *?* Inspectors. The Principals shaUtake pnonty of rank m the several schoob^ and ^subor^nate teachers are to receive their in^ctiomnam ttiem, or from the Inspectors.
"»''"™"n»

PRINCIPALS.

1; The ftindpals of each school shall prescribe

SfT^^* '^P^^ the assent of the BoarrfttrSiKh^e Inspectors/ the duties of the several teach^
ta his sdiool, and be responsible for the proper con-tod Mid management of the classes und» their

I. ^' ^?**i^*t t^he assistant teachers are prompt in
their attendance, and that they perform faitMully
the duties assigned to them.

<-'^uur

?L,
?*.""^ ^^P * regfatet in which shall bewoMtled the names, ages, and dates of admission

Of the pupils, and the places of residence of theirP^tf 0' Buardians. He shaU make the necawary
monthly, term, special and annual reporta to tlieSenKM' Inspector, at such times and in such manner
as may be requured. Monthly reports of the attend-
ance, punctuahty, conduct, and dasMttnding of the
pupils shall be sent to the parents.

4. He shall, in conformity with the regulations
approved W the Semor Inspector and assisted by themombws of his staff, make the promotions and trans-
fer of the pupils from the lower to the higher classes.

6. He sh^ coUect on the first of each month the
fees payable by non-residents and Separate School
wpporters, and shall, at the end of each month, pay
then over to the Secretary-Treasurer, giving himat
tte same time a hst of the names of pupils from whom
tiie fees have been collected.

?• ?" '"S' ?* *•** *°*i of each school month.
rqjort to the Semor Inspector the names and rei£
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te bj hto
*'"'""*• " •^"^•'^ °' •» P-P*'- ««»-

n«J^
He shail huve charge of the property of the

appurtenances, and for maintaiiSSTthei'tall^

^\t'^^ P~P*' .condition; andThen anythinH;
h^ nL^^' '^O'""?* "Pwr or ratoratioiCit if to

fituiC
"''^ *** *•"* SuperintSdent S

djA^^vSoofX^ \^7u?iC^..a
^SSTrM^Brj!"^ conecLfto^tt^^^.
vei?fi«*S* ^''"S

^'^^ "^"^ attention to the properventJlataon and temperature of each room m Ses^ool-house. and to the deanUneas of^ premiaa
?i*° S* ^^""^ cleanliness of the pupUs.

^^""^

inJL nm™Ji^ ""i^^y
*•»* Superintendent of Build-

^^^A"t^,^J''^ "^ (fifficulty in raising thetemperature to the degree required by the Boafd.

t..ir\# *t
*" dissmiss any class if the temper*-ture of the room cannot be raised to 60 d^B«Fahrenheit before 10 a.m. When^ th« t«n^!?

tore is bdow 60 degrees F^hr^hlkTe jS'pibXdd

13. ^ shall prescribe such rules for the use of thayaid and outbuifdings as will ens,^ thdS iSkeotin a wholesome condtion, and he will behddrLDoTaiWe for the faithful obseWanee ofTh«^?SuXS:and m order to enable him to do to sa^factoX
f^^^« ^ be placed ^dtr Z ^^^£
itS'thi^'^' ^ theligher authority of theB^and the Supermtendent of BuUdings.

hi^XrJ^f '^ see that the regulations in lennl tothe opening and dosing eserdaea of t^ dktT.M
obsTved, and that tS? Terc^mSLndi;.^^ «
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?w£v '?„'!i'?iP*?*®^^.'*yT>""
P"P^ ™t ««n>Pt. oncea week, and the Lord's Prayer every day.

16. The school hours shall be:

—

.^? ? o'doC: 8.m. to 10.46 a.m., and from 11
a.m. to 12 noon.

oS^T^hl^ °'*^***''' P-"*- *o 2.30 p.m. and from
^.40 to 3.46 p.m.

But pupib in flrst and second book classes whose

SJoP^f^ ^'^^V' t'"°'f *'»? ^"y '^^^ been satis-
rtctory to their teacher may be released at 3.30 p.m.
iMpiIs who requu* individual instruction shallrewve the same between 3.30 and 4 p.m.

Pupils in nfanual training, or domestic scienced^wes nust conform to such hours as may be pre-
scribed • y the time-table.

16. ile shall see that a school bell is rumt orgong sounded at such time in the morning or alteraiwon M will ensure that pupils are seated in their
respective class-rooms and ready for opening exercises

that M pupils who enter their class-rooms after

!r-l 1^ °* the forenoon and afternoon sessions no
rJ^'^if^y '°°** fa given to interrupt lessons before
12 o'clock noon and 8.30 or 8.46 p.m. Kindergarten
f!S"*?

"*">"« dismissed immediately before 12o Clock.

17. He shall promptly notify the Senior Inspector
If any teacher is absent at 8.66 a.m. or 1.30 p.m.

toTt?
™^*'*"** *"* *»y *•»« Inspector has reported

18. He shall make such arrangements as will
secure the attendance of one teacher in each play-
Sjound or play-Toom during the intermis^ons of

!w^;u^ keep strict watch upon the pupils and see
tt«t their conduct and language are becoming. At
least one teacher must remain to take charge of the
chool ^emfaes during the mid-day reoev.

19. He shaU keep necessary correspondenoe and
i^xnrtH on file and shall promptly noti^ the mmnbeiB
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»i,l!5 !^ oonceraing any official communication inwhich they are mterested.

»...?&;
^* **" ""J*"" no «Me to be made of the schoolbdWinB or premisee, except as authorized by the

21. He shall see that no a|j:ent, canvaasw oraoUdtor IS at any time permitted to enter the schoolor remain on school premises to canvass or interview

the*Bo^ "' *®*'=**®" " «>*'»«' employecB^
22. He shaU see that no pupils are photographeddjnng school hours, or at anv time on scWl preE

wittout the permission of the Senior Inspector.^^
Zd. He shaU see that no text books are used, or

,wk" fu"^^ m the schools, except those author-
ized by the Education Department or the Board
M. He ShaU see th^t during severe or inclement

ii;^fc **'"iP"?'^ ^^f-
"Admitted to a comfortable room

in the school building at 8.30 a.m. and 1.15 p.m. mShaU see that at all times pupils have access to the
lavatories between 8.30 a.m. and 5 p.m.

26. The Principal alone shall have power to
suspend pupils, but whenever he finds it necessary
to suspend a pupil under the authority of any oithese r^ulations, he shaU at once report the suspen-
sion and Its cause to the Senior -Inspector.

26. He shall approve of aU music and selectionsto^ given upon closmg days, or other pubUc

».-^* ^l.*'?*'?.'^' ^ teachers together whenever
he may think it necMsary after 4 p.m. to consider

SS/»sdioS^ *«''='^"'^' --^-»t and

28. He shaU cause a fire drill to be held at least
twice a naonth, at irregular intervals. There should
be a special signal which should be used only for firecm. Teachers should dismiss pupils at once and

rignai. The pupils should not wait to put ontheir
wr^JB. They should be trained to walk quickly, to
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]«ep in line and to avoid crowdine. Teachers anda^pupilB should be stationed M the^,2r?f the>Udrw»« and in othw important positionT to „2l
SK 7^J? Ty,l*S- The senior p^s selected fwthis duty should be specially trained to reachthrir
1?^^^ portions with the uSnSet p^mStneST
i Jjrif^S*

occarionaUy to confine tfcZKa atngle means of exit so as to be Dreoarml fnrthlemer«ncy of the other being ratV^yST Prind

c^ ^;.^S?y*'""
*° "***" instantaneously in

^e following shall be the code for sisnals for flr»

(1) Continuous ringing in rapid time—Pupila
/„v

«*"''® P'*<*« and march out.
(2) One stroke—Halt.
(3) Two strokes—Forward.
(4) Three strokes—Return.

^.
That fire drill shall be practised once a week in >n

*e 'cUldl^f'^'^
^Sf ^"^^'J**

" o'Xk:^ whSthe children have their outdoor clothing on.

DUTIES OF TEACHERS.

«* *i"
Teachws shall be in the schools at all seasons

S^l^Srf„l'^.f**"*'yf"iy,^ ''•^^ their iS^iSTm™
Pi?^ *?' *••? P^P''* '^'""•« the hour appointed

bJi?S"'^.*?*J'*?'"'^' vizr-Fifteen'SK.brfwe nme o'clock m the morning, and twen^
SSf^^T* ^ne "'dock in the aftemMn. TheyahaU not iMve school brfore 4 p.m. except by^
to?hJS?'!Si''*7

** P"^^* ***« temperature of bS
&«Sl^r?i '"*™ ««eedmg 68 degrees FahrenhdtTeaoheri shall record tiie teperature of tiieir resTCcfr^Uve rooms as indicated by a thermometer, on^forms provided by the BoMd.

""""««r. »" «»

m ^hu?L*^**? f*^ ''^ """^nt from the sdiooim whi^ he (or she) may be employed witi»outp«w
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mtafiim from the Senior Inspector, except in om of

^ h^^"^^ (" her) «d«5r a min offlfty^topar hundred doUan of said safaiy for each day 5~^ »>«««. unlM pecuUar cfrcumstonL shiSllead the Board to decide otherwise 'asr^S^
8WWB nom thtfr duties they shall reoort to ««.

ssihri=si;^iff±T^^^^
occaalonal teacher fw onehalfSy more tS, hi ?or

S ,™.™!21/'" '*"*y "» "'"o™* o^ sickness or
ril^'™*^?*^'''* «*"W «»«>* notify the ^or
&£i" I* ^ "rfdence before 8Ym T«3j
t^J^i^ ^° *•««?* *«»« duty should rivette

SSii^r^k."' '•"* '' ^^"" noSce^ZfSS

wactJy 8.46 a.m. and 1.20 p.m. thepffiTor in

_sCT«r 1. m the time book opposite the name of »jZtojcheraot marked pres«.t '^STenWaTthe toSbook ahall be made plainly with pen and ink.

Miifj w^5!*S"i^ ""^d "»y meeting or meetinn
wISL**" *«^' Inspector for conferSjce wiStSuspecton on school work or to receive dh*Jli!ZJ^
Sf^™«ti«^««n Supervise ^y tSS-"™ hS
aSei^^SSS^*^? * '°'*^ shillSSl.^M»^t» report the cause of such absence to ai

. Senior In««ctor in writing, and ^l^rtTi^
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^^flW^or tlH) information of the Muagmimt

«WhS£«*^ *?L?"''
PHHXJM. or notice of ^^«Ktabltion» or lectures pven in any pubUc achool

jrtthout the conmnt of the BoardI nor diaUtte
teachers act as aj»n 3 for books, or seU stationery

SfS.u^-itu"'*
without permission of tiie Boa^moebtoor otiier pnses of their own to tiie pupils under

7. No widresses shall be presented by the puirilsto any teachw, or other school officer, ind no iSesother than tiiMe connected with the regular exer-

fc^ o'JJS? wV""' •»" be made of the scSoT
•""f" Si'*°"* *^ permission of the Boarf.

»« *i: •
^"" !»««»« are required to take special care

^h^Z ^^''^ *^ ">*»»»• "'J attSdto the

t^ comfort of the pupils under

, \ Individual canvassing or solicitation of trus-
tees by teachers u forbidden. A teacher having a
J^S!f*<SJS."'^'*"J^ *° !K*''« *»" send 't «» writing
to the Sewetary who will place it before the Board

^mattw*
^°™™"ee most directiy concerned in

10. No report shall be made up, late or absenteenotiMs sent out or home eserdses corrected by the
teacher during the regular school hours.

11.. No teacher, shaU, while on duty on the school
rajeraaes, occupy his time in private reading or

»iJ?' *v^*'® ^"^y, exercises of each school shall accord
irtth the general programme of studies adopted bythe Board, and a time-Uble denoting them shall 1^permanently suspended in every class room.

.ii^^u "^v* ,•»<*», 'M«d and the studies pursued inaU the sehopls shaU be such, and such only as may be
autiiorized by the Board, or as, under sp^ Sn^
ffiTinSor^

temporarily sanctioned by the



—i • ^V^ teacher is required, both by precept•nd aunple, to inetnict the pupii. in goorfniinnSS,

Sh mJ^Y '^^'^, «**"«»•» to their morale, habi^
Iw *iS^'"*" ".' P^" ""d <»"»• It ii apected

Golden Rule Booka will be so presented by the
™«i*fc*U'"'5r will b«ir directly on Ihe mipih?personal habits and conduct. It is assumed ttatevery teacher wiU be a model of nwtn«nrpe«?n
^^n^TV^' '^ ^^^^ .tm«phenSd
environment of the class-room and school will in-

S«2!!L*^%P"^"" ^'"'"^ deanHness. ord« ^
"S^4*5- Twjchers are to r»memb»that talldMabout thoee tUngs has Uttle or no valueSiZe^taken to see that the chad's daily life at ichoolta taharmony with tte instnictiorSven hiii Co/^
,WiS ^J:?"™^ ®^.t»»«»«Kl> doin« the right thtog

m.iS .I*'^''* u*y-
,™s •?#• toEabitsS speecE

2^!S 1?""* ? to other Ihahits. and teacheiVare

™K^ i^ .^^^ advantage of every opening to

EnglS? """ *^' K""*"! «nd co^t

m.irf^.-Tf'^^ required to refrain from the dis-cussim m the schools of poUtical and ecclesiastical

Si^^ilfiJ?*,^ ^^u'^'^^S'^' **"»* *he public schoSs

K^orloK* '^^'' "' ^ ^*^''"* ^'^^ ^

»iJi?« 7^^^ *^* required to practice such dis-aphne in tte schools as would be exercised by a toSand judioous parent; and shaU avoid conw^
£!Ji^!f?T"* *".,2" ««• where good order «n^Si
served by milder measures. The teacher wUl^held responsible for the due exercise of hL (w h«0
discretionary powers. '

.Jli^i^^'^ punishment shall not be infflcted

fwiw ~ P"»*«JS« o^ « ^tn««. who WiU be eithera^«her or an officer or employee of the Board.
S^n JZ^ punishm^t is administered the teacher

^1 *?^lr ^^Jt^'^l diary-The name ofXpupil to be punished; the offence; the names and
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"ifto" ^'J* ™,^i '^l*' r^ *»' •»* t«w»»' to register

mink Jh^* '^^ "Y*? **'^" 8haU not be shut aninst
ClSSf^r'"'

""ve late, nor shaU such pupita bf^Mt
nSSoSrs "^ «Pl»n»tion at the ffihe iSl

be allowed to remain in their respective sdhoob d^



«7

tor two dS? £SSlS"J^ »«"* frwn hi. d.«

LEAVE OF AP8BNCE.

the B«.t?#„If!l^ Who has been in the emDloy <a

fl»t d«JrtNf«SSI^**J,*j^«'' ^ «>«««»ce on the
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titM to sny inowMM of nlary on aceount of tlio ywr,

or half yMur, during which ntdi afaMnoe oeci», nor

to any nlaiy durmg niefa abanee. Th« ponod of

aueh abantce shall not ba omploywl in taadiing,

«Eoapt by parmiaion of the Board. Any taachw

apidyhut for the aforeiaid leave of abaenoe must

3ve at leaat two montha' notice in writing to the

^iTAny teacher obtaining six montha' laave d
abaenoe ahall not raaume duty during audi period

esoept by perAitaion of the Board; but any teachw

obti^g one yMr's leave of abMnoe may retiuii

at the end of six montha upon giving two mpntha

notice in writing to the Secretary, and shaU be «i-

titled to receive salary when assigned to a ciaas by

the Board.
Any leacher obtaining such leave of absence may

at the oondusion thereof be aaajfoed to any school

or class at the diacretion of the Board.

SUPERVISORS.

1. The Superviaors of Domestic Science, Manual

Training, Art and Writing, Physical Exwdsee, and

Muric, and any other Supervisors that may be ap-

pointed. shaU conduct aU classes in their respective

departmenta under the direction of the teuor In-

apector, and shall report to him aa requirad. and no

«£imgea ahall ^e made in any of their departmenta

witibout hia authority.

2. Supervisow shall give their whole time dm-
tog school hours to the service of the Board. In

the general discharge of thur duties they shaU con-

form to the directions of the Senior Inspector, but

when visiting a school and in the immediate abaenee

of the Senior Inspector, they shall conform to the

directions of the Principal of that school.

8. At the dose of the school year eadi super-

viaor ahall report fully in writing to the Senior In-

spector on his work for the preceding sehocri year.
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Wban m Sup«rviM>r visits a class he muy
lass and in that way i

teacher bow he wishes to have tne

4.

teach the di show the regular

Br uvw in> wiau» m/ i»to „.vg woric done, or he
ask the regtilar teacher to take the class in

fer that he may observe how his instructions are

being carried out
6. Each Supervisor shall register the exact tinM

of his arrival at any school which he may visit.

may
order

SPECIAL DUTIES OF THE SUPERVISOR OF
PHYSICAL TRAINING.

1. He shall wear proper military tmiform while

on duty at the schools.

2. He shall take charge of the rifles and ammuni-
tion of the Cadet Corps and Trustees' Rifle Associa-

tion, and shall keep the rifles dean and in order, and
see that they are properl^r stored away after parades
or other occasions on wmch they have been used.

S. He sliall be reaponsible for the rifle shooting
practice at the Rockdifle Range by the older pupils

of the schools, who shall be accompanied by such
teacher or teachers as the School Management Com-
mittee may deem necessary. He shall not permit
any boy to take part in such rifle practice without
the written consent of his parent or guardian. All

boys oth«r than those actually shooting are to remain
in rear of the rope at the finng point until called by
him. Any boy oreaking this rule, or guilty of any
misconduct in going to or from the rifle range, to be
deprived of the right of shooting that day, or if he
has already shot, nis score to be cancelled. No boy
having taken up his position on the firing point to

fire hu score is to be permitted to retire witnout the
petmisBion of the Supervisor, and in the matter of

ammunition, the daas of ammunition to be used by
each boy is to be at his discretfon.

4. Pupils going to or from the rifle range shall

be under the sole control of the teacher in charge
until the pupils arrive at the rifle range, when the

Mm
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Superviior shall aaaume and ratain charoe untQ theboys are ready to leave the range.

^•-jAI' ^* practice is to be carried on in accord-ance with tte r^pilationa issued from time to time bythe Department of Militia.

DUTIES OF SCHOOL NURSES.

u-^w^^J*^ Yiaiting a school the nune diaU ngn

Her hom of work shall be as neariy as possible the

SSHntf
*^*** of regular .teadiers. e£oept^n homi

visiting may make regular houn impossible.

-.,u?L*yS.®
visitinp a school the nurse shall be•ubject to tiM authonty of the PrindpaL but no woSmjy be ssrigned to her which is notSSuiy a part ofnee profassional duties.

!.«Jl. P^ »d>ori nurse shaU make viaitB to pupils'bomes to cpnfw with parents at such hours aTmay
ThfJ^f^Ai^ "* PJWO^^ »»y the PrindpJ.The nune shtJl keep a wntten record of thne vUte
*»!•5«B keep the Principal and teachers ful^^
formed regardug them.

*i^*t 1,^"" viriting a schod the nurse shall obewvethe loliowmg order of work:

—

(a) A careful Mamination of such pupils sent to

a5^ tMchra M show signs of some physical
defect, ailment, disease, or wound.

(b) A systematic examination, induding the mak-mg of the necessary written records, of pupils,by grades not less tiian tiiree ttmes a yeu!
This wamination shall indude a dose obavv»-
tion of throat, teeth, hair, eydids, hands, ears,
and cervical glandsT

"»,™«h,«ws,

(c) Conferring with tewshers or parents, and a
systematic foUowiiv up of those cases wfailth a
pravtous examination has shown to nauire
attention.
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6.
.
Written notice shall be aent to the narent or

tion of the child aeenia to require attmtron.
6. The sdiool nune may bandase wounds nnri«pply antiseptic dreesingB to rata, bSS, wd bnWbut must not give nor prescribe medidnee

^^^
whili, E^®"** ^'^^^ ""^ discovenr conditions^^ J2^^- S.TP"' ?.«^«»' whooping-court!

I^l^t^t ^P^^^. cWcken pox, si^fpox, w

,wL?;? J^* "'HJ» ?>>"» »t once make a generdinspection ci the pupils in the school.
s"'"™

8. The Principal, tpachere and nuraes are to en-courage parento to come to the schoolto confer wttht»»e n'wwM to the health of the chfldrra.

^ii^'jijlrf^ J™ school nurse discovers children^n^ ^"^^ (e««<^««rf«) or some su^ SSS
f™™.Sf*^ "" 'A" ri'i^worm, the PrincipalshSimmediately send the children home and thw mS

10. Under no circumstances shall a nurse use a.tongue depressor a second time.
*

^i3 t? <»" 0* «n outbreak of some contadousdw«Me the Senior Inspector may cancel <S nSw?
8^?!5T*'' *"•? fk tO, to mafo a spedalKSS-

betwU, „^,^5!f^ "^ f«P«e for conferences

^d S^JT" "" teachws to discuss school hygteoe

™^i!rt* '^ of pupils who require medfcS^
S?SiJi*^5^1SL. *"»" requested to do w by
SfirT^u Imp**"", nurws ynii be required to givegtoto the pupils on any matter beaSi oTpSS
iw^f*

"^ time table for each school nurse shallbe arranged by the Senior Inspector

^vector at the end of every school month on aform iHrescnbed by the Bo«nL
""""w «> a
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DUTIES OF CARETAKERS.

It shall be the duty of every caretaker:

—

1. To have the general supervision of, and to be
responsible for, the protection and preservation of
the school property committed to his chi^>e, and to
be responsible also for all acts, or omissions, of his
assistants.

2. To devote his entire time to the care of the
buildings in his charge. To take every possible pre-
caution for the protection and preservation of Uie
buildfegs and school property. To prevent any un-
authorized person meddling with any part of the
buildings or premises, or removing any portable
artides. To allow no j>enon to carry away any
material except by permit from the Superintendent
of Buildings, or the school Principal. To allow no
idle persons to loiter about the buildings, whether
they are friends, relatives, or others. To allo\^ no
strangers on the premises, or in the buildings, ujoleas
they nave an order from the office of the Superin-
tendent of Buildings, or from the school Principal.
To use extraordinary precautions against fire and to
allow no smoking on or about the premises. To see
daily that the fire escapes are dear and in good order
and that the equipment for extinguishing fire is in
constant readiness for use.

8. Subject to weather conditions, to be in attend-
ance at the school building between the hours of
7 a.m. and 6 p.m., and at night until the dose of
night school or other evming meetings, for which
extra remun««tion will be provided. Any janitor
dcBirinK to leave his school for any reason shall first
apply for leave to do so to the Building Superin-
tendent, provided that ou regular pay days he will
be allowed sufficient time to secure his pay at the
Treaaurw's office, but he must return to his building
aa soon as poeaibie. In schools where more than one
janitor is employed, one of these must be at the sdiool

'^'^•^rt 's^v.



buildinK in constant attendance durint the houn
stated.

4. To turn off the water, gas and dectric current
from all supply mains before leaving the building each
day and to see that all jdumbing fixtures are drained
during freezing weatbv. To see that electric lights
are not used, except where and when necess iry. In
any case where electricity is used for power purpoan
to be especially careful to use the same as economi-
cally as possible.

5. To remove all snow from sidewalks and to have
pathways made in the school yard before the hour
«f 8 a.m. on school days, to sprinkle sand upon walks
whenever they are in a slippery condition and to
keep on hand at all times a supply of sand for this
pwpose. To keep roofs and gutters free from snow
and ice after every snow storm and to remove idl
icicles from the eaves of the buildings.

6. Except in case of storm and subject always to
weather conditions, to ventUate thoroughly every
class-room between the hours of 7 and 8 a.m., and
a^ain at the dose of each school day, by opening
wmdows and doors. This rule applies only to build-
ings not provided with mechanical ventuation. It
it understood, however, that windows may be opened
bv teachers at recess time and during keaons in
physical exercise in all buildings, weather permitting.

7. To have the temperature of ev»y room occu-
pied for school purposes at 66 degrees P. at 8.80 a.m.
on each school day, and to maintain the temperature
between 67 and 68 degrees F. throughout the day
until school is dismissed. The heating plant must
be started as early as is necessary to mvure these
conditions. To take the sheet containing the tem-
perature record at the hours indicated thereon to each
teacher in the school, who will enter on it the tem-
perature indicated by the thermometer in the room.
To send promptly on the first day of each month to
the Superintendent of Buildings the temperature
record of his school for the preceding month. Records
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TwilSlj^ ^"^ ^""^ **»* "<»"*'>• ^ November,
December, January, February and March.

* ^ ^^ In extrMMly cold weather to muntain a mode-
i»te temperature during the night, and to take un-awal wecautiona to do so by remaining at the bulld-n« during the night if neceMwry, or until oatiafied
JMt no damage to steam pipes or plumbing byfiwMing or o^erwiae will occur. Janlton ^ l4
• 11

'•PonMo'e tor any such damage. To takewmUar preoiutions on hoUdays and other days when
ine Bcbool is not occujHed.

5*
S;,^«^»t««ii heating apparatus is in use, to keep

It oeu an(i in good order. To bk>w the boilers dean
as Often as onoe each month and to clean the tubesand secuons once in each week. To try the safety^ves eaeh day and to look after and keep all othnr
v«lvBB property packed. To keep the tbps of aU
nnoke, steam and water pipes dear of dmt. To
toep neathr painted with black varnish the fronts of
boaers and funmcM. To keep aU ash i»t» free fromaecumma^on of ashes and ana&m and to take everycMe of th«i grates in order that they may not l>e
ruined by neglect to keep the pita free andby failure
to ium and leave revolvmg grates flat side up.

10. To have the ventilating apparatus in full and
comidete opoation by 8.60 a.m. eadi school day. anJ
to run the same to its full capadty duriiw sdiool

SKoftSdiSj!''^ '^"^ ^^ '''' ^'^-
11. Pupils miwte admitted to the play rooms and

rtuffl be admitted to the lavatories at any time from
8.30 a.m. to 6 p.m. Janitors are to see that all exits
are left unfastened on the inside and remain un-
fastened from 8.80 a.m. to 6 p.m.

12. To see that the British National Flag is dis-
played on the building or grounds under his charge
«t such tinws and hours as may be designated by the
rnncipal of the School.

18. To report by telephone immediately to the
office of the Supermtendent of Buildings, and to con-

^K-



firm the nme in writing, any case of daman ta

hSS "Sli^y ~n«ti<»nB prejudicially aflecttaTttohealth, aafety or welfare of pupils or emplweet Torepwt to the Principal all cun of^ mS,» „?

OOTCTS, writing on walls, cutting fences, destrS
STpa^^^of tl'eXpa.."^""'" " destruitivelK

14. To examine in all cases work done on the Dremixi.

.^*^H^^' S"^M*?
"P*** immediatlty toth^™

m^2^!u "^ ^"^^^ «ny obaervatiSn of defective

Oons. To keep a record of the materials VB«i imdtte times during which mechanics we woS Snthe premisee, and to mail the same ta <-k« ^JSS^-
tendent of Buildings when wo*kT^mpS^^"'*™'
tiifBoI^^h^.h^^T*^*"'^ ^^ asVvided by
iS?o «^' ^^^ "^ »^ * «»»reet list of aU move^able artides of fpniture, fittings, etc., andaUonSIt

dean., and copy sheet. «e to ^ wbirf^ '^
Supenntondent of Buildings by tte 24arH»l^
December in each school ySr. ^ **'

XI. ^^^A* .*^e end of each school term to recnva fr«™
the Pnndpal all supplies tiien on hSnd, ^nTJsS
^L.w'*******P* ,* r5«»«Pt therefor, md to^^
to the Prindpal at tiie opening of the next school tem
«„IL * 5°*?y .*^ Prindpal of his school th^Superintendent of Buildings, and the offiSriV ISf

Sf'Se-l^jLSnf*^^*^ -

A'JSU^J&a^t^-B^-SniWif'SS
onaceount of ddoe. or bec«»TCn?«neSS
iSSSnfo?lS?i£.!™^*^ "'*^J^



10. If absent from duty to emplcor tnd pay a
naponatble penon, who smdl be aatiBfactory to the
Superintendent of Bufldings, to perfonn Us duties
dunng the time of Us absence; or, failing so to do,
the Superintendant of Buildings shall designate a
suitable person for the purpoee, in wUch case a
deduction shall be made from the salary of the
absentee to cover cost of substitute, who shall also

be allowed such additional assistance as may be
necessary, at the expense of the absentee janitor; pro-
vided, however, that no janitor shall forfeit a sum
greater than Y^ regular salary during the time of Us
absence, i

20. In case of death in the immediate family of any
janitor, the Board may, at its discretion, grant him
leave of absence for not move than four days without
deduction in salary.

21. To be allowed a vacation of two weeks during
the Summer, the time thereof to be approved by tiie

Supointendent of Buildings.

22. To conform to and to be governed by all such
furtiier or other rules and r^lulations as may be
prescribed from time to time t^r the Superintendent
« BuQ<Bng8, under the authority of the Board.

28. During the school session yield a ready obedi-
ence to the requests and directions of the Prindpal of

tiw school.

24. The dutiee and responsibilities of janitors are

not limited to those hereinbefore specified, except in

so far as the rules expressly limit work of a certain

kind, bat are in general to tender faithful and effi-

dmt service at all times, to be courteous and obliring,

and to keep the btdldings and grounds under mat
duurge UMt and dean in every respect, the rooms
properly warmed, and those occupied by pupils well

ventilated, to be ready at all times to respond to any
call for tiieir attenibnce at the buildmgs and to

enoute with promptness and intelligence the orders

<rf the Frindiwl, the Board, and the Superintendent
ofBundingB.



REGULATIONS RSLATING TO PUPLIS.

Admlulon of Pupils

1. Applicationa for admiaaions to any public
school should be nuul« to the Principal thereof, More
nine 8.m. or between 8.46 p.m. and 4 p.m.

X
^' j^^^JP"*"* " P>««U*«» claiming the right

to send children to school without payment of fees,
may be requested to precent a certificate from the
Ci|br Aasessmoit Commissioner, declaring that the

S'iPH??^^ *? guardian is a supporter of the Ottawa
Public Schools.

3. Pupile who have been attending a public
school m the City are not to be admitted to another
pubUc school except on a certificate either from the
Inspector or from the Principal of the school formeriy
attended.

4. No child shall be admitted under five years
yean of age, except to the Kindogarten Classes.

Duties of Pupils

6. Pupils must come to school dean and neat in
tbea person and in their dothes, and if any nedect
Ois rwulation the Prindpal should at oncennd
them hwaae to receive proper attention. Chewing
and spitt^ m the school rooms are strictly pro-
hibited. Pupils must avoid idleness, profanity or
other improper language, falsehood and deceit
«iuarrdiiig and fighting, crudty to dumb animals:
they must be kind and courteous to each other, obed-
i«it to their instructors, and diligsnt in their studies
and must omfonn to the rules of their school.

6. Evety day the sdiools are open, the putdls
shaB aMmUe in thdr respective ptay-giounds TOtut« than five minutes before nine a.m. and twenty-
five nunutas past one p.m. At 9 a.m. and half pMt
<M»e p.m. the doon of the daas-rooms shall be dosed
and the roll called.



M
7. Braiy papSi aot in Us daw-iooiii at nine

a.ni. shall m radatered late. TardineH on the part
o{ pupila ihall subject the ddinqunts to such penalty
as in the opinion of the Principal the nature of the
osM may require.

8. No pupil shall be allowed to depArt before
the hour appointed for closinK the school, except
in case of siacnees or some preninK emereency, and
then the consent of the Principal must first be ob-
tained.

9. A pupil sfaeentinK himself from school except
on account of siclmess or other reason satisfactory
to the Principal, may forfeit his standins in liis class,

and Us rig^t to attend the school for the remainder
of tlie quarter.

10. Pupils once admitted to school, and duly
registered sliall attend at the commencement of
each term, and continue in punctual attmdance
until its dose, or till he is regulariy withdrawn by
notice to liis teacher to tlutt ^ect; and no pupu
violating this rule shall be entitled to continue in

such school or be admitted into any other imtil such
violation is certified by his parent or guardian, to
have bean neesssary and unavoidable, which shall

be doae nersonaHy or in writing.
11. Mo pupil riwA be allowed to be absent from

sdaxd for the purpose of talcing lessons elsewhere.
12. Pui^Ib shall attend any particular sdiool

f^di may be designated for tlmn by the Injector,
under the autliority of the ScIhmI Management Com-
mittee.

18. Pupils who are transferred from one achoc\
toanoUisr must ^jake with them a statement of their

attendanoe for the current school year at the school

which tlMiy are leaving.

14. PuimIs ahaU, be re^xin^bls to tlie Principal
for any misconduct on the school premises, or in

going to or retunung from school, except when ac-

companied by iJam parents or guardians or. by some
person appomted by them. Pupils who conduct



AeniidvMi bnpmpariy on thub mgr to or from mImoI,
shall be liaUo to puniahniMit by tha PrindpiJ, m-
cording to th« luttuio of tha offenaa.

16. Any pupil who brims ludfar matdiea or fire-
works to school shall be immediatdy raspended bom
attendance at adiod.

16. Pupils may be suspended for any of the fol-
lowing reasons:-

(1) Truancy pendsted in.

(2) Vidlent opposition to authority.
(3) Repetition of any offense after notice.
(4) Habitual and determined ne^ect of duty.
(6) The use of profane, obscene, or other im-

OToper language.
(6) General bad conduct and bad eiample

to the injury of the school.
(7) Writing any obscene or improper words

on the fences, out-buildlngs, or any part
of the school premises.

(8) Absence, if oontiniied aft* tiiree noti-
fieations have been sent to the parent or
guardian, unless a satisfactory asplana-
tion has been returaed to the Principal.

(9) Lateness, if repeated after three noti-
fications have been sent to the parent or
guardian.

(10) Leaving sdiool without permisrion.

17. Any jptiral who shall be 'adjudged so ta-
fractory by ^e Public Scho^ Fi«tH titet ms presence
in school is deemed injurious to i,. other papils, may
be dismissed from school. No pupil who au been
expdled from any schotd shall be admitted to any
public school except on the authority of the Board.

18. Any property of the school that may be in-
jured or destroyed by pupils, must be made good
forthwith by the parent or guardian, under penalty
of the suspension of the delinquent pupil.

19. Pupils shall not be kq>t in later thka 4.80
o'clock in the afternoon.



20. FvpOa coming bom bomw iritm Mukt
f«vw, mumpa, whoopini oough, d^htharU, maU
pox or other oonUgioai or iaMetioui diatan —Ht.

•ntar adiool tfll a madical cartifleata haa baan no-
duoad, atating that in entering ther* ia no dannr
to othera from contagion.

21. PupOa coming from homaa whan typhoid
fevw exiatL ahaU be permitted to attend aehool only
on the production of a medical certificate to the effect
that proper aanitary maaauraa have been taken, and
continue to be takm, and that there ia no danger to
othera from) contagion.

22. In addition to dally inapeetion of the handa.
facaa. boota. and clothing, teachera ahall make a more
raraful examination of the ptqdla once a week, to
findout whether there are any aruptiona on the handa.
wriata, necka. faoaa, or heada of tiie pupila.

23. The Principal ahall at once aend home pupila
who have contagioua akin diaeaaea; and, in caaea of a
doubtful character, they ahould aend them home for
a few daya until the nature of the eruption beoomea
deariy manifest. When a pupil ia aent home on
account of a contagioua akin diaeaae, he ahall not be
i*-«dmitted without a medical certificate, sUting
that there ia no danger of contagion.

24. Teadiera of First Book daaaea may award
honour carda to thoae pupila whoae attendance, con-
duct, and vnrk have been aatisfactory for that week.

26. Pupila auapended may be re-admitted by the
Principal. Suapendad pupila ahall be i«-«dmitted
only on the penonal application of the parent or
guardian to the Prindpal.

Certificatee to Pufrfla.

26. Certificatea of honour or medala ahaU be
awarded at the doaing of the adxwk in June to
pupila who have not been once abaent or late during



n
^e pnoediiig ichool jrwur, and whoM conduct and
diUwnce hxn be«n uniformly ntiifactory; but
pupUa whoM abMnoe has baan occaaionad by panonal
Mcknaia of not inora than ah waaka duration, ovtUadm wrionK by their parenta or piardiana, or whoaa
abaenca haa bem oecaaioned by aome oontaoioua&• ^^J&u:"^ "°* "^ "^^ ^'

27 Bronaa mt^laU ahaU be awarded to pupila who
shall have reoeived four auch honour certificatea.

28. SUver tnedala ahall be awarded to pupUa who
shall have received eight auch honour cwtificataa. orwho have paaaed from the Senior Fourth Boole daai in
lew than eight years, provided they have talcen their
whole achpol oourM in Ottawa Public Schoola and
have received honour certificatea during each year
of their oourae.

'

29. Each pupil wiU be aUowed during each year
to tttend one picnic of the Sunday adraol to which

2!iffci!l&^%
»n^.to aaaiat for two daya at moving,

^thoul; forfeiting hia daim to a certificate on account
of hia abaence oecaaioned thi^reby.

80. No pupil will loae hia certificate through
abaence three days on account of the death of a mom-
ber of the family.

81. No «Aild shall loae hia honour certificate on
account of abaence from achool on rdigioua holidaya
"cognized by the church to which aaid child'a pan^




