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Abstract — This research is motivated by the importance of the existence of administrative staff in a school. Therefore their work behavior needs attention. The purpose of this study is to obtain information and describe general work behavior, and about motivation, commitment, enthusiasm and work discipline of First Middle School Administrative Personnel. This type of research is a descriptive study that describes the work behavior of school administration staff. The study population was all school administration staff in the Padang City Middle School, amounting to 188 people, spread over 37 Middle Schools and 11 sub-districts. The research sample consisted of 128 school administration personnel. The results of data processing showed that the work discipline of Padang City Middle School administration staff was already high with an average score of 4.07.
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1. [bookmark: more]Introduction
School administration staff as one of the elements of human resources in schools has received less attention. This can be seen from the lack of discussion and study of school administrative staff. However, the Indonesian government is aware of the importance of the existence of these school administrative staff to realize quality education as evidenced by the enactment of ministerial regulations regarding the standards of school administrative personnel.
School administration personnel have an important role and function in the implementation of school administration to serve and support the implementation of school services in the form of education and learning services, guidance and counseling services and school management services.
The important function and role of the School Administration Staff will be realized if they have optimal work behavior or performance. Work behavior is the ability to work and behave from workers where they carry out tasks in the workplace. Work behavior is where people in the work environment can actualize themselves through attitudes and actions at work. The work behavior of organizational personnel is the basis of success at the individual and organizational level. 
Therefore, the success of schools in carrying out quality services is determined by the work behavior of human resources, one of which is the work behavior of school administrators. Employee work behavior is shown in the form of motivation, commitment, discipline and enthusiasm for work. So the success of schools in realizing quality education is influenced by the quality of work behavior of school staff or administrative staff.
However in carrying out their duties, there are still school administrators who are undisciplined in their work. This can be seen from administrative staff who arrive late for work and do not complete tasks on time.
Seeing the above phenomenon, it can be stated that there are disciplinary problems in employee work behavior. A work discipline is important because it influences the performance of administrative staff [1]–[5] Therefore, it is necessary to research on the discipline of education administration personnel.

2. Research methodology
This is a descriptive study, which is related to data collection to provide a conceptual description to answer questions that can draw a general conclusion from reality.
The population in this study is 416 administrative staff of First Middle School in Padang City. The sample of this study was determined using the Cluster technique. The number of samples in this study was 188 people. The instrument used in data collection was a questionnaire. The questionnaire used was a closed questionnaire where the answer was provided and the respondent only had to choose one of the alternative answers. 

3. Research results and discussion 
Work Discipline of School Administration Staff is measured by indicators of compliance, awareness, and responsibility. The following is a more detailed explanation:
a. Compliance of School Administration Staff 
	The highest average score on the aspect of compliance of school administrative staff is 4.55 (very high) where they come to the office early or on schedule. While the lowest average score is to complete the report on schedule with an average score of 3.29 (high enough).
Overall the average score of administrative staff compliance in First Middle School in Padang City is 4.02. This score is categorized as a high category. This means the compliance of school administration staff in First Middle School in Padang City is in the high category.
b. Rules Awareness of School Administration Staff 
The highest average score is 4.38 (high) where after the break they immediately continue work. While the lowest average score is 3.77 (high) where they are serious about doing every job.
An overall average score of awareness of school administration staff in First Middle School in Padang City is 4.17. This means that the level of school administrators discipline in awareness aspect is in the high category.
c. Resposibility of School Administration Staff 
The results of data processing regarding Work Discipline of School Administrative Staff in Padang City from responsibility aspect are seen from carrying out the tasks properly and daring to bear the risk. The highest average score is 4.35 (high) where employees put the work equipment back in place after used. While the lowest average score is 3.40 (high enough) where employees are ready to accept the consequences of the work done.
Overall the average score of Work Discipline of School Administrative Staff in Padang City from responsibility aspect is 4.03. This means that the responsibility of school administration staff is in the high category.
d. Recapitulation of Work Discipline of School Administration Staff in First Middle School in Padang City
	Overall data processing results regarding Work Discipline of School Administration Staff in First Middle School in Padang City can be seen in the following table.
	No.
	Aspect observed
	Average score
	Description 

	1.
	Compliance
	4, 02
	High 

	2.
	Awareness
	4,17
	High 

	3.
	Responsibility 
	4,03
	High 

	Average 
	4,07
	High 



Based on the table above, it can be described that the indicator of Work Discipline of School Administration Staff with the highest score of 4,17 is awareness aspect. Then, the lowest average score is compliance aspect with a score of 4.02. The three indicators of work discipline are in the high category.
In general the average score of Work Discipline of School Administration Staff in First Middle School in Padang City adalah 4,07. This means that school administration staff in Padang City have high discipline in working.
4. Discussion
Overall the work discipline of school administration staff in First Middle School in Padang is high with an average score of 4.07 or 81.4 from an ideal score. This condition needs to be maintained. it can be improved by increasing the sense of responsibility, awareness and compliance of employees in carrying out their duties. Discipline is important because it influences performance [1]–[5].
Fostering employee discipline can be carried out with preventive discipline to encourage employees to consciously adhere to various standards and regulations and to prevent various abuses and violations. More important in this case is that self-discipline can be grown on every employee without exception. Besides, corrective disciplines can also be carried out by dealing with violations against the rules and trying to avoid further violations. As stated [1] divided the forms of work discipline into two types: (1) preventive discipline, which is a discipline moves its employees to follow and comply with work guidelines, rules applicable set by the company (2) corrective discipline which is a discipline given to employees who violate with applicable sanctions..
In fostering employee discipline, it is important to consider things that affect employee discipline. According to Gouzali, according to this (2005: 291), several factors influence the discipline of an employee, namely: (a) The size of compensation. (b) The provision of an excellent leader in a company/organization. (c) The certain rules used as a guide. (d) The courage of a leader in making decisions. (e) The presence of supervision by a leader. (f) the attention for employees. (g) The habit to establish discipline. While according to Hasibuan (2007: 194) factors that influence the discipline level of an employee includes: (a) Objectives and abilities. (b) Leader's standard. (c) Reward services. (d) Justice. (e) Supervision. (f) Penalty sanctions. (g) Decisiveness. (h) Human relations. Thus discipline is influenced by employee factor, leadership factor, and system factor in the organization. It can be stated that several ways can be done to foster and improve employee discipline in organizations including schools.
Leaders in conducting disciplinary efforts need to pay attention to the following principles, namely (a) Discipline is done privately. (b) Discipline must be constructive. (c) Discipline is done directly and immediately. (d) Justice in discipline is needed. (e). The leadership should not take disciplinary action when the employee is absent. (f) After disciplinary action, conditions should be normal again.  
5. Conclusions
Based on the results of research and discussion of the work behavior of school administration staff, it can be concluded that the work discipline of school administration staff in First Middle School in Padang is high in the aspect of compliance, awareness, and responsibility with an average score of 4.07. Several things need to be improved such as completing work on time, willingness to sacrifice and accept work consequences, and willingness to be responsible for the duties performed..
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