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Functional Principles of Administration

Policy No 2000
Administration

Principles of Administration:
A)

The organization of the school staff shall be unified and directed by a single executive head: the
Superintendent of Schools.

B)

Staff organization shall be based upon a functional analysis of the services to be rendered by the
school system.

C)

The Board of Education recognizes the following services or functions within the school system:

D)

1.

Policymaking and legislation: functions of the Board of Education carried on with the aid
of the Superintendent of Schools.

2.

Administration: a function of the administrators on all levels of the school system, unified
and coordinated through the office of the Superintendent of Schools.

3.

Instruction: a service performed by teachers, counselors and librarians aided by
administrative and certificated employees and their assistants.

4.

Plant operation, maintenance, and construction are functions under the direction of the
Superintendent of Schools.

5.

Business affairs, to include accounting, secretarial, and clerical: services performed by
secretaries, clerks, accountants, and others under the direction of the Superintendent of
Schools.

All administrators will be members of the administrative council, are expected to function as an
effective administrative team, and shall be called upon from time to time to make reports to the
board of education.

Date of Adoption:

August 11, 2014
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Policy No 2010
Administration

Election of Administrators:

All administrative positions shall be authorized by the board of education upon the recommendation of
the superintendent of schools. All administrators shall be properly certified so as to conform with standards
established by the Nebraska State Board of Education and shall have such training and experience as
deemed appropriate by the superintendent of schools. Unless otherwise indicated, administrators are
assigned, supervised, and evaluated by the superintendent of schools. Except for an administrator who
may also be categorized as a teacher, the superintendent of schools will share evaluation summaries with
the board of education. If the superintendent of schools intends to recommend that the board of education
consider amending or terminating the contract of any administrator, said administrator's evaluation will
be withheld pending its possible introduction at a board hearing on the matter.
The rehiring and compensation package (salary/benefits) for the Superintendent shall be considered at
the regular December meeting of the Board of Education. The rehiring and compensation package
(salary/benefits) for the Principal shall be considered at the regular March meeting of the Board of
Education. Action on such rehiring and compensation packages shall be taken by the Board of
Education on or before April 15 of each year. The dates for action are subject to modification in the
discretion of the Board of Education.

Date of Adoption:

August 11, 2014
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The Superintendent of Schools

Policy No 2100
Administration

SUPERINTENDENT
The Superintendent of Schools shall be the chief executive officer of the Arapahoe Public Schools. As
chief executive officer of the Arapahoe Public Schools, the Superintendent shall have general oversight
of the school system. The Superintendent shall be responsible for the efficient operation of the system
in all its divisions. The Superintendent shall also exercise those duties, which are mandated by the
statutes and those which are specifically designated in the Policies and Regulations of the Arapahoe
Public Schools as duties of the Superintendent.

Date of Adoption: July 12, 2004
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Regulation No 2110
Administration

DUTIES OF THE SUPERINTENDENT
1.

The superintendent of schools is the chief executive officer of the board of education. The
Superintendent shall perform such duties as are assigned by the Board and be subject to the
directions given by the Board.

2.

Serves as the educational leader of Arapahoe Public Schools.

3.

Administers the school in conformity with the adopted policies of the board of education, rules
and regulations of the State Department of Education in accordance with state law, and all other
laws and regulations.

4.

Enforces the policies and regulations of the Board of Education, presents
recommendations for Board policy, makes a continuous study of the development and needs
of the schools, and prepare reports as appropriate to the Board of Education on the condition
and development of the schools.

5.

Provides long term planning to guide the board in policy development.

7.

Makes board of education policies accessible to school board members, school personnel, and
the general public.

8.

Informs the board of education concerning decisions that are made which are not covered in
board of education policies.

9.

Attends all board meetings unless excused at his request, except for those executive sessions in
which the Superintendent’s reelection is under discussion.

10.

Prepares and sends out agenda, special reports and minutes for board of education meetings on
the Friday before each regular board meeting.

11.

Prepares for monthly and special board of education meetings.

12.

Keeps the board informed concerning the total school program.

13.

Keeps up-to-date on trends and laws in education by attending local, district, state, and national
meetings or conferences with prior board of education approval. (The expenses incurred by
attending these meetings will be paid by the school district).

14.

Directs the annual audit of school district funds: General Fund, Depreciation Fund, Activity
Fund, School Lunch Fund, Special Building Fund, Qualified Capital Purpose Undertaking Fund,
Employee Benefit Fund, Bond Fund, Cooperative Fund, Student Fee Fund, all Federal
Programs, and the Special Education Program.

15.

Prepares the annual budget for the ensuing year with the assistance of the staff and the board of
education. After adoption the superintendent is to make every attempt possible to operate within
the limits set forth by the budget.

16.

Is in charge of all financial matters of the district.

17.

Lets bids in terms of price, quality of product and service rendered when needed. On large items
in which the board requests bids or items for which action by the board of education is required,
the board of education shall determine the bid to be accepted.

18.

Orders all supplies, textbooks, library material, AV materials, equipment furniture, etc., when
covered by the budget or by specific order of the board of education.

19.

After consultation with the other administrators and the appropriate staff, shall make the
selection of new textbooks or textbook series.
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20.

Keeps an up-to-date inventory of textbooks, library books, moveable equipment, AV equipment,
athletic equipment, music equipment, uniforms, typewriters, computers, etc.

21.

With board of education approval, advertises, interviews and offers contracts to teachers.

22.

Hires, replaces, and supervises all non-certified employees and recommends their salaries.

23.

Assigns or transfers all school personnel to their particular school, jobs, and responsibilities as
seems best for the school system.

24.

Develops, maintains and operates a constructive program of staff development for all
employees of the school system, and for this service the Superintendent shall have power
under budget control to employ lecturers, grant temporary leaves from work, and develop
professional library facilities as required.

25.

Issues such handbooks, manuals or booklets as the Superintendent may deem necessary for
the effective administration of the schools. These manuals shall be distributed to the
employees, students, parents and others directly concerned. Insofar as the provisions of such
handbooks, manuals or booklets are not in violation of the policies and regulations or the
officially adopted practices and procedures of the Board or the statutes of the State, these shall
be binding.

26.

Stresses the importance of public relations that will provide for good school-community
relations. Provides the community with adequate information about the activities of the school.

27.

Develops the school calendar and presents it to the board for board of education approval.

28.

Completes, or oversees the completion of, all forms required by the State Department of
Education and sees that they are sent in before the due date.

29.

Is responsible for the over-all upkeep and maintenance of the school facilities, grounds, and
equipment and sees to their maintenance and safety.

30.

Is responsible for all long-range and short term planning concerning school facilities.

31.

Shall have a census taken each year of all people under the age of twenty-one whose parents or
guardians live within the boundaries of Furnas County School District # 33-0018.

32.

Adheres to the "Code of Ethics" set forth by the Nebraska Department of Education, the
American Association of School Administrators, and Board policy.

33.

Oversees the scheduling of buses and drivers for all activity trips.

34.

Forms advisory committees or councils, including members who are not employees of the
Board of Education, to advise the Superintendent in formulating policies and plans for
carrying on the work of the schools. Such committees shall be advisory only and without
expense to the School District.

35.

Delegate duties or work to subordinate officers or employees as required for the effective
administration of the school system except in such matters as when the statutes or resolutions
of the Board of Education prohibit the delegation of such authority. Work completed upon
delegation of the Superintendent shall be deemed as having been done by the Superintendent
of Schools.

36.

All reports or recommendations to the Board from any officer or employee under the direction
of the Superintendent shall be made to the office of the Superintendent unless otherwise
directed by the Board of Education.
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37.

A job description for the Superintendent will be adopted from time to time by the Board of
Education which the Superintendent shall be expected to adhere to.

Date of Adoption:

August 11, 2014
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Regulation No 2110.A
Administration

SUPERINTENDENT’S JOB DESCRIPTION
REQUIREMENTS:
A.
B.
C.
D.

Education Level: M.A. or higher preferred. Must qualify for Nebraska Administrative and
supervisory Certificate.
Certification:
Must possess a Nebraska Administrative and Supervisory Certificate at the
district level.
Experience Desired: Prior experience as a Superintendent preferred.
Other Requirements: Must have the ability to work effectively with professional staff to provide
leadership in a creative learning environment.

REPORTS TO: Board of Education
OVERTIME: Exempt - Administrative exemption: Executive exemption:
The Superintendent has the primary duty of performing in administrative functions directly related to
academic instruction or training.
The primary duty of the Superintendent is the management of the school district. The Superintendent
customarily and regularly directs the work of two or more other employees and has authority to hire
or fire other employees or the Superintendent’s recommendations as to hiring, firing, promotion or
other change of
status of other employees are given particular weight.
TASKS:
The Superintendent is responsible for planning, directing, or coordinating the academic, clerical, or
auxiliary activities of the school district. Specific duties and responsibilities may vary depending on
the assignments given by the Board of Education. The Superintendent is expected to adhere to all Board
policies, requirements state, federal laws, and regulations, including ethics regulations. The tasks to be
performed by the Superintendent include the following:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Prepare for and attend meetings of the Board of Education and present information as requested
or as needed.
Direct and coordinate activities of teachers, administrators, and support staff at schools, public
agencies, and institutions.
Evaluate curricula, teaching methods, and programs to determine their effectiveness, efficiency,
and utilization, and to ensure that school activities comply with federal, state, and local
regulations.
Collaborate with the administrative team and teachers to develop and maintain
curriculum
standards; develop mission statements, and set performance goals and objectives.
Prepare budget in accordance with Board directives and state law and regulations. Determine
allocations of funds for staff, supplies, materials, and equipment, and authorize purchases.
Determine the scope of educational program offerings, and prepare drafts of course schedules
and descriptions in order to estimate staffing and facility requirements.
Observe teaching methods and examine learning materials in order to evaluate and standardize
curricula and teaching techniques, and to determine areas where improvement is needed.
Plan and develop instructional methods and content for educational, vocational, or student
activity programs.
Prepare and submit budget requests and recommendations, or grant proposals to solicit program
funding.
Prepare, maintain, or oversee the preparation/maintenance of attendance, activity, planning, or
personnel reports and records.
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11.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

Recommend personnel actions related to programs and services. Conduct staff observations and
evaluations in accordance with the Board evaluation policy and legal requirements, and assure
that observations and evaluations are completed by others who are delegated such duties.
Implement improvement or corrective action plans implemented when needed. Make
recommendations on employee actions requiring Board action.
Recruit, hire, train, and evaluate primary and supplemental staff.
Review and approve new programs, or recommend modifications to existing programs,
submitting program proposals for school board approval as necessary.
Set educational standards and goals, and help establish policies and procedures to carry them
out.
Collect and analyze survey data, regulatory information, and data on demographic and
employment trends to forecast enrollment patterns and curriculum change needs.
Confer with parents and staff to discuss educational activities, policies, and student behavioral or
learning problems.
Counsel and provide guidance to students regarding personal, academic, vocational, or
behavioral issues.
Develop partnerships with businesses, communities, and other organizations to help meet
identified educational needs and to provide school-to-work programs.
Direct and coordinate school maintenance services and the use of school facilities.
Enforce discipline and attendance rules.
Organize and direct committees of specialists, volunteers, and staff to provide technical and
advisory assistance for programs.
Review and interpret government codes, and develop programs to ensure adherence to codes and
facility safety, security, and maintenance.
Teach classes or courses to students when necessary in the absence of teachers.
Write articles, manuals, and other publications, and assist in the distribution of
promotional
literature about facilities and programs.
Advocate for new schools to be built, or for existing facilities to be repaired or remodeled.
Establish, coordinate, and oversee particular programs across school districts, such as programs
to evaluate student academic achievement.

KNOWLEDGE:
The Superintendent should possess and effectively utilize knowledge in the following areas when
performing job tasks:
1.
2.
3.
4.
5.

Education and Training: Knowledge of principles and methods for curriculum and training
design, teaching and instruction for individuals and groups, and the measurement of training
effects.
Administration and Management: Knowledge of business and management principles involved
in strategic planning, resource allocation, human resources modeling, leadership technique,
production methods, and coordination of people and resources.
English Language: Knowledge of the structure and content of the English language including
the meaning and spelling of words, rules of composition, and grammar.
Personnel and Human Resources: Knowledge of principles and procedures for personnel
recruitment selection, training, compensation and benefits, labor relations and negotiation, and
personnel information systems.
Sales and Marketing: Knowledge of principles and methods for showing, promoting, and selling
products or services. This includes marketing strategy and tactics, product demonstration, sales
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6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

techniques, and sales control systems.
Mathematics: Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their
applications.
Communications and Media: Knowledge of media production, communication, and
dissemination techniques and methods. This includes alternative ways to inform and entertain via
written, oral, and visual media.
Customer and Personal Service: Knowledge of principles and processes for providing customer
and personal services. This includes customer needs assessment, meeting quality standards for
services, and evaluation of customer satisfaction.
Economics and Accounting: Knowledge of economic and accounting principles and practices,
the financial markets, banking and the analysis and reporting of financial data.
Psychology: Knowledge of human behavior and performance; individual differences in ability,
personality, and interests; learning and motivation; psychological research methods; and the
assessment and treatment of behavioral and affective disorders.
Clerical: Knowledge of administrative and clerical procedures and systems such as word
processing, managing files and records, stenography and transcription, designing forms, and other
office procedures and terminology.
Sociology and Anthropology: Knowledge of group behavior and dynamics, societal trends and
influences,
human migrations, ethnicity, cultures and their history and origins.
Law and Government: Knowledge of laws, legal codes, court procedures, precedents, government
regulations, executive orders, agency rules, and the democratic political process.
Public Safety and Security: Knowledge of relevant equipment, policies, procedures, and
strategies to promote effective local, state, or national security operations for the protection of
people, data, property, and institutions.
Telecommunications: Knowledge of transmission, broadcasting, switching, control, and
operation of telecommunications systems.
Computers and Electronics: Knowledge of circuit boards, processors, chips, electronic
equipment, and computer hardware and software, including applications and programming.
Therapy and Counseling: Knowledge of principles, methods, and procedures for diagnosis,
treatment, and rehabilitation of physical and mental dysfunctions, and for career counseling and
guidance.
Food Production: Knowledge of techniques and equipment for planting, growing, and harvesting
food products (both plant and animal) for consumption, including storage/handling techniques.
Geography: Knowledge of principles and methods for describing the features of land, sea, and
air masses, including their physical characteristics, locations, interrelationships,
and
distribution of plant, animal, and human life.
Philosophy and Theology: Knowledge of different philosophical systems and religions. This
includes their basic principles, values, ethics, ways of thinking, customs, practices, and their
impact on human culture.
Engineering and Technology: Knowledge of the practical application of engineering science and
technology. This includes applying principles, techniques, procedures, and equipment to the
design and production of various goods and services.
History and Archeology: Knowledge of historical events and their causes, indicators, and effects
on civilizations and cultures.
Chemistry: Knowledge of the chemical composition, structure, and properties of substances
and of the chemical processes and transformations that they undergo. This includes uses of
chemicals and their interactions, danger signs, production techniques, and disposal methods.
Medicine and Dentistry: Knowledge of the information and techniques needed to diagnose and
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25.
26.
27.
28.
29.
30.
31.
32.
33.

treat human injuries, diseases, and deformities. This includes symptoms, treatment alternatives,
drug properties and interactions, and preventive health-care measures.
Mechanical: Knowledge of machines and tools, including their designs, uses, repair, and
maintenance.
Transportation: Knowledge of principles and methods for moving people or goods by air, rail,
sea, or road, including the relative costs and benefits.
Biology: Knowledge of plant and animal organisms, their tissues, cells, functions,
interdependencies, and interactions with each other and the environment.
Fine Arts: Knowledge of the theory and techniques required to compose, produce, and perform
works of music, dance, visual arts, drama, and sculpture.
Production and Processing: Knowledge of raw materials, production processes, quality control,
costs, and other techniques for maximizing the effective manufacture and distribution of goods.
Building and Construction: Knowledge of materials, methods, and the tools involved in the
construction or repair of houses, buildings, or other structures such as highways and roads.
Design: Knowledge of design techniques, tools, and principles involved in production of
precision technical plans, blueprints, drawings, and models.
Foreign Language: Knowledge of the structure and content of a foreign (non- English) language
including the meaning and spelling of words, rules of composition and grammar, and
pronunciation
Physics: Knowledge and prediction of physical principles, laws, their interrelationships, and
applications to understanding fluid, material, and atmospheric dynamics, and mechanical,
electrical, atomic and sub-atomic structures and processes.

SKILLS:
The Superintendent should possess and effectively utilize the following skills when performing job
tasks:
1.
Coordination: Adjusting actions in relation to others' actions.
2.
Speaking: Talking to others to convey information effectively.
3.
Reading Comprehension: Understanding written sentences and paragraphs in work related
documents.
4.
Writing: Communicating effectively in writing as appropriate for the needs of the audience.
5.
Social Perceptiveness: Being aware of others' reactions and understanding why they react as
they do.
6. Critical Thinking: Using logic and reasoning to identify the strengths and weaknesses of
alternative solutions, conclusions or approaches to problems.
7.
Judgment and Decision Making: Considering the relative costs and benefits of potential actions
to choose the most appropriate one.
8.
Active Listening: Giving full attention to what other people are saying, taking time to
understand the points being made, asking questions as appropriate, and not interrupting at
inappropriate times.
9.
Management of Personnel Resources: Motivating, developing, and directing people as they
work, identifying the best people for the job.
10. Systems Evaluation: Identifying measures or indicators of system performance and the actions
needed to improve or correct performance, relative to the goals of the system.
11. Active Learning: Understanding the implications of new information for both current and future
problem solving and decision-making.
12. Learning Strategies: Selecting and using training/instructional methods and procedures
appropriate for the situation when learning or teaching new things.
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13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.

Systems Analysis: Determining how a system should work and how changes in conditions,
operations, and the environment will affect outcomes.
Complex Problem Solving: Identifying complex problems and reviewing related information
to develop and evaluate options and implement solutions.
Monitoring: Monitoring/Assessing performance of yourself, other individuals, or organizations
to make improvements or take corrective action.
Management of Financial Resources: Determining how money will be spent to get the work
done, and accounting for these expenditures.
Instructing: Teaching others how to do something.
Management of Material Resources: Obtaining and seeing to the appropriate use of equipment,
facilities, and materials needed to do certain work.
Time Management: Managing one's own time and the time of others.
Service Orientation: Actively looking for ways to help people.
Operations Analysis: Analyzing needs and product requirements to create a design.
Mathematics: Using mathematics to solve problems.
Persuasion: Persuading others to change their minds or behavior.
Equipment Selection: Determining the kind of tools and equipment needed to do a job.
Negotiation: Bringing others together and trying to reconcile differences.
Quality Control Analysis: Conducting tests and inspections of products, services, or processes
to evaluate quality or performance.
Operation and Control: Controlling operations of equipment or systems.
Science: Using scientific rules and methods to solve problems.
Installation: Installing equipment, machines, wiring, or programs to meet specifications.
Technology Design: Generating or adapting equipment and technology to serve user needs.
Troubleshooting: Determining causes of operating errors and deciding what to do about it.
Operation Monitoring: Watching gauges, dials, or other indicators to make sure a machine is
working properly.
Equipment Maintenance: Performing routine maintenance on equipment and determining
when and what kind of maintenance is needed.
Repairing: Repairing machines or systems using the needed tools.

ABILITIES:
The Superintendent is to possess and effectively utilize the following abilities when performing job
tasks:
1.
2.
3.
4.
5.
6.
7.
8.

Oral Expression: The ability to communicate information and ideas in speaking so others will
understand.
Written Expression: The ability to communicate information and ideas in writing so others will
understand.
Written Comprehension: The ability to read and understand information and ideas presented in
writing.
Oral Comprehension: The ability to listen to and understand information and ideas presented
through spoken words and sentences.
Speech Clarity: The ability to speak clearly so others can understand you.
Near Vision: The ability to see details at close range (within a few feet of the observer).
Fluency of Ideas: The ability to come up with a number of ideas about a topic (the number of
ideas is important, not their quality, correctness, or creativity).
Inductive Reasoning: The ability to combine pieces of information to form general rules or
conclusions (includes finding a relationship among seemingly unrelated events).
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9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

Deductive Reasoning: The ability to apply general rules to specific problems to produce
answers that make sense.
Originality: The ability to come up with unusual or clever ideas about a given topic or situation,
or to develop creative ways to solve a problem.
Information Ordering: The ability to arrange things or actions in a certain order or pattern
according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures,
mathematical operations).
Problem Sensitivity: The ability to tell when something is wrong or is likely to go wrong. It
does not involve solving the problem, only recognizing there is a problem.
Mathematical Reasoning: The ability to choose the right mathematical methods or formulas to
solve a problem.
Number Facility: The ability to add, subtract, multiply, or divide quickly and correctly.
Memorization: The ability to remember information such as words, numbers, pictures, and
procedures.
Speech Recognition: The ability to identify and understand the speech of another person.
Category Flexibility: The ability to generate or use different sets of rules for combining or
grouping things in different ways.
Speed of Closure: The ability to quickly make sense of, combine, and organize information
into meaningful patterns.
Selective Attention: The ability to concentrate on a task over a period of time without being
distracted.
Time Sharing: The ability to shift back and forth between two or more activities or sources of
information (such as speech, sounds, touch, or other sources).
Perceptual Speed: The ability to quickly and accurately compare similarities and differences
among sets of letters, numbers, objects, pictures, or patterns. The things to be compared may
be presented at the same time or one after the other. This ability also includes comparing a
presented object with a remembered object.
Visualization: The ability to imagine how something will look after it is moved around or when
its parts are moved or rearranged.
Far Vision: The ability to see details at a distance.
Auditory Attention: The ability to focus on a single source of sound in the presence of other
distracting sounds.
Flexibility of Closure: The ability to identify or detect a known pattern (a figure, object, word,
or sound) that is hidden in other distracting material.
Spatial Orientation: The ability to know your location in relation to the environment or to know
where other objects are in relation to you.
Extent Flexibility: The ability to bend, stretch, twist, or reach with your body, arms, and/or legs.
Hearing Sensitivity: The ability to detect or tell the differences between sounds that vary in
pitch and loudness.
Manual Dexterity: The ability to quickly move your hand, your hand together with your arm,
or your two hands to grasp, manipulate, or assemble objects.
Finger Dexterity: The ability to make precisely coordinated movements of the fingers of one
or both hands to grasp, manipulate, or assemble very small objects.
Wrist-Finger Speed: The ability to make fast, simple, repeated movements of the fingers, hands,
and wrists.
Trunk Strength: The ability to use your abdominal and lower back muscles to support part of
the body repeatedly or continuously over time without 'giving out' or fatiguing.
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WORK ACTIVITIES:
The Superintendent is to perform the following work activities associated with this position:
1.

Communicating with Persons Outside Organization: Communicating with people outside the
organization, representing the organization to customers, the public, government, and other
external sources. This information can be exchanged in person, in writing, or by telephone or
e- mail.
a. Conduct parent conferences
b. Make presentations
2.
Communicating with Supervisors, Peers, or Subordinates: Providing information to
supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.
3.
Conduct or present information at Board and Board Committee meetings
4.
Conduct or attend staff meetings
5.
Getting Information: Observing, receiving, and otherwise obtaining information from all
relevant sources.
6.
Provide Consultation and Advice to Others: Providing guidance and expert advice to
management or other groups on technical, systems-, or process-related topics.
a. Consult with and provide advice to the Board on operations of the school
b. Consult with and provide advice to the administrative team on operations of the school
c. Consult with parents or school personnel to determine student needs
d. Consult with parents or teachers to develop programs
e. Recommend modifications to educational programs
7.
Coordinating the Work and Activities of Others: Getting members of a group to work together
to accomplish tasks.
a. Coordinate employee continuing education programs
b. Direct and coordinate activities of workers or staff
c. Oversee execution of organizational or program policies
8.
Training and Teaching Others: Identifying the educational needs of others, developing formal
educational or training programs or classes, and teaching or instructing others.
a. Conduct training for personnel
b. Coordinate educational content
c. Coordinate instructional outcomes
d. Develop instructional materials
9.
Establishing and Maintaining Interpersonal Relationships: Developing constructive and
cooperative working relationships with others, and maintaining them over time.
10. Staffing Organizational Units: Recruiting, interviewing, selecting, hiring, and promoting
employees in an organization.
a. Develop staffing plan
b. Evaluate information from employment interviews
c. Hire, discharge, transfer, or promote workers
d. Interview job applicants
e. Recommend personnel actions, such as promotions, transfers, and dismissals
11. Developing Objectives and Strategies: Establishing long-range objectives and specifying the
strategies and actions to achieve them.
a. Develop policies, procedures, methods, or standards
b. Establish educational policy or academic codes
c. Write public sector or educational grant proposals
12. Organizing, Planning, and Prioritizing Work: Developing specific goals and plans to prioritize,
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13.

14.
15.
16.

17.
18.

19.
20.
21.
22.
23.
24.

25.
26.

organize, and accomplish your work.
a. Plan meetings or conferences
b. Use time management techniques
Analyzing Data or Information: Identifying the underlying principles, reasons, or facts of
information by breaking down information or data into separate parts.
a. Analyze operational or management reports or records
b. Analyze organizational operating practices or procedures
c. Analyze survey data to forecast enrollment changes
d. Evaluate educational outcomes
Monitoring and Controlling Resources: Monitoring and controlling resources and overseeing
the spending of money.
a. Develop budgets
Making Decisions and Solving Problems: Analyzing information and evaluating results to
choose the best solution and solve problems.
a. Resolve problems in educational settings
Guiding, Directing, and Motivating Subordinates: Providing guidance and direction to
subordinates, including setting performance standards and monitoring performance.
a. Assign work to staff or employees
b. Establish employee performance standards
c. Evaluate performance of employees or contract personnel
d. Maintain group discipline in an educational setting motivate workers to achieve work goals
e. Orient new employees
f. Supervise student extra-curricular activities
Identifying Objects, Actions, and Events: Identifying information by categorizing, estimating,
recognizing differences or similarities, and detecting changes in circumstances or events.
Performing Administrative Activities: Performing day- to-day administrative tasks such as
maintaining information files and processing paperwork.
a. Administer educational institutions
b. Maintain educational records, reports, or files
c. Oversee site-based school management
d. Prepare educational reports
Processing Information: Compiling, coding, categorizing, calculating, tabulating, auditing, or
verifying information or data.
Developing and Building Teams: Encouraging and building mutual trust, respect, and
cooperation among team members.
Judging the Qualities of Things, Services, or People: Assessing the value, importance, or
quality of things or people.
Coaching and Developing Others: Identifying the developmental needs of others and coaching,
mentoring, or otherwise helping others to improve their knowledge or skills.
Monitor Processes, Materials, or Surroundings: Monitoring and reviewing information from
materials, events, or the environment, to detect or assess problems.
Interpreting the Meaning of Information for Others: Translating or explaining what
information means and how it can be used.
a. Explain rules, policies or regulations
b. Prepare instruction manuals
Documenting/Recording Information: Entering, transcribing,
recording, storing, or
maintaining information in written or electronic/magnetic form.
Scheduling Work and Activities: Scheduling events, programs, and activities, as well as the
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27.
28.
29.

30.
31.
32.
33.
34.
35.
36.
37.
38.
39.

40.
41.
42.

work of others.
Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimating
sizes, distances, and quantities; or determining time, costs, resources, or materials needed to
perform a work activity.
Evaluating Information to Determine Compliance with Standards: Using relevant information
and individual judgment to determine whether events or processes comply with laws,
regulations, or standards.
Updating and Using Relevant Knowledge: Keeping up- to-date technically and applying new
knowledge to your job.
a. Use conflict resolution techniques
b. Use government regulations
c. Use interpersonal communication techniques
d. Use interviewing procedures
e. Use public speaking techniques
f. Use teaching techniques
Resolving Conflicts and Negotiating with Others: Handling complaints, settling disputes, and
resolving grievances and conflicts, or otherwise negotiating with others.
Thinking Creatively: Developing, designing, or creating new applications, ideas, relationships,
systems, or products, including artistic contributions.
Interacting with Computers: Using computers and computer systems (including hardware and
software) to program, write software, set up functions, enter data, or process information.
Selling or Influencing Others: Convincing others to buy merchandise/goods or to otherwise
change their minds or actions.
Performing for or Working Directly with the Public: Performing for people or dealing directly
with the public. This includes serving customers in restaurants and stores, and receiving clients
or guests.
Assisting and Caring for Others: Providing personal assistance, medical attention, emotional
support, or other personal care to others such as coworkers, customers, or patients.
a. Counsel individuals with personal problems
Handling and Moving Objects: Using hands and arms in handling, installing, positioning, and
moving materials, and manipulating things.
Inspecting Equipment, Structures, or Material: Inspecting equipment, structures, or materials
to identify the cause of errors or other problems or defects.
Performing General Physical Activities: Performing physical activities that require
considerable use of your arms and legs and moving your whole body, such as climbing, lifting,
balancing, walking, stooping, and handling of materials.
Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Providing
documentation, detailed instructions, drawings, or specifications to tell others about how
devices, parts, equipment, or structures are to be fabricated, constructed, assembled, modified,
maintained, or used.
Operating Vehicles, Mechanized Devices, or Equipment: Running, maneuvering, navigating,
or driving vehicles or mechanized equipment, such functions further include the ability to
perform the following identified physical requirements as passenger vehicles.
Controlling Machines and Processes: Using either control mechanisms or direct physical
activity to operate machines or processes (including computers or vehicles).
Repairing and Maintain Electronic Equipment: Servicing, calibrating, regulating fine tuning
testing devices and equipment that operate primarily on the basis of electrical or electronic (not
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43.

mechanical).
Repairing and Maintaining Mechanical Equipment: Servicing, adjusting machines, devices,
moving parts, and equipment that operate primarily on mechanical (not electronic) principals.

ESSENTIAL FUNCTIONS:
The essential functions of the Superintendent’s position include the ability to perform the identified
task and to possess and utilize the identified knowledge, skills, and abilities to perform identified work
activities.
The essential supervision of the designated principal. The designated principal shall perform all duties
pertaining to their position under the immediate supervision of the Superintendent. (see Essential
Administrative Functions)
Date of Adoption:

July 12, 2004
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ORGANIZATIONAL CHART
The organizational chart, showing the lines of authority and responsibility of the various school employees, is the basic guide to
administrative structure and shall be reviewed and revised as necessary.
Board of Education

Superintendent

Principal

Paras

Data Manager

Bus. Manager

Secretary

Counselor

Teachers
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PRINCIPAL
PRINCIPALSHIP
1.

The elementary and secondary schools shall be under the direct administrative and supervisory
of the Superintendent.

Duties of the Principal:
1.
General Duties:
a. The Principal shall perform such duties as are assigned by the Board and the Superintendent.
b. Within limits of the law, Board regulations, and instructions from the Superintendent, the
Principal shall be the administrative authority of the Principal's school. The Principal is
responsible for a thorough knowledge of all laws, regulations, and instructions governing the
Principal's position. The Principal shall coordinate all administrative and supervisory
activities, which occur in the Principal's building. The Principal shall be responsible for the
administration of school policies in the school under the Principal's supervision, and for
making available to the staff of the school knowledge of such regulations as they are enacted
by the Board of Education or formulated by the Superintendent. The Principal is responsible
for the detailed organization of the school, the assignment of duties of staff members under
the Principal's supervision, and the administration of the instructional program.
c. The Principal shall handle complaints from patrons or parents, which affect the school,
investigate the same, refer to the Superintendent all cases, which the Principal cannot adjust
satisfactorily, and comply with the grievance and complaint policies established by the Board
of Education and the Superintendent.
d. The Principal is responsible for the efficiency of the teachers and other staff members under
the Principal's supervision, and shall evaluate them in accordance
with
established
procedures as may be defined by the Board of Education and the Superintendent.
e. A job description for Principals will be adopted from time to time by the Board of Education,
which the Principals shall be expected to adhere to.
2.

3.

Responsibility and Authority:
a. The Principal is directly responsible to the Superintendent for all aspects of the
management of the School as assigned, and for any general school assignments as
delegated by the Superintendent.
b. The Elementary Principal is the immediate supervisor of all Elementary professional
and support staff members.
Specific Duties:
a. Attend all Board of Education meetings unless excused by the Superintendent.
b. Participate as a member of the administrative team, with involvement in matters including,
but not limited to:
i.
Evaluation of the curriculum
ii. Supervision of buildings and grounds maintenance
iii. Creation (& updating) of job descriptions for all positions
iv. Analysis of achievement test data
v. Supervision of co- curricular activities
c. Participate as a member of the Academic Advisory Council
d. Review Elementary staff members' requisitions and make recommendation to the
Superintendent.
e. Maintain records, issue reports, send communications, and write documents including the
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f.
g.
h.
i.
4.

following:
i.
Class enrollment
ii. Class schedule
iii. Student records: grades, attendance, test data, health, discipline, accident, and
cumulative files
iv. Property accounting and inventory
v.
Curriculum handbook/teacher handbook, classified staff handbook, student Handbook
vi. Semester and yearly plans
vii. Evaluations data, staff evaluations, personal improvement plans
viii. Weekly/monthly bulletins to parents
ix. Daily bulletins to students and teachers
Conduct teacher performance appraisal per Board Policies and State Law.
Administer staff personal leave, professional leave, and sick leave policies.
Secure substitutes for staff who are absent.
Evaluate support staff in writing once per year.

Organizational Expectations and Performance Standards:
a. Leadership and management:
i.
Establishes clear and appropriate professional and personal goals
ii. Demonstrates initiative and alternative approaches to problem solving
iii. Exhibits competence in planning and organizing
iv. Is effective in implementation and follow- through
v.
Provides for effective motivational techniques
vi. Delegates authority appropriately and effectively.
b. Communication:
i.
Encourages and initiates communication in problem solving
ii. Communicates clearly and thoroughly, both verbally and in writing
iii. Shows communicative adaptability to pupils, staff, parents, and public.
c. Decision making:
i.
Involves those to be affected in the decision-making process
ii. Collects adequate information before making decisions
iii. Uses reliable sources of information
iv. Does not delay important decisions nor allow pressure to cause hasty decisions
v.
Explains reasons for decisions to persons affected.
d. Responsiveness to others:
i.
Exhibits openness and humaneness in dealing with others
ii. Reacts to mistakes with patience
iii. Counsels individuals in private
iv. Friendly and open-minded in meeting situations
v.
Steady and even- tempered when faced with criticism
vi. Cooperates well with colleagues
vii. Recognizes achievements of students and staff
viii. Is an active listener.
e. Development and maintenance of effective educational conditions:
i.
Requires school programs to reflect sound, research based practices consistent
with adopted instructional programs and philosophy
ii. Develops and executes plans to monitor and evaluate the effectiveness of
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iii.
iv.

programs and the accomplishment of organizational goals
Encourages enthusiasm for learning and teaching
Provides for a cooperative feeling among students and staff

f. Contribution to district cohesiveness:
i.
Provides effective interpretation and implementation of Board policies and
administrative regulations and assumes initiative for suggesting necessary or desirable
changes
ii. Contributes to the development of sound administrative consensus and supports the
implementation of such consensus
iii. Expresses concerns regarding individual administrative decisions directly to the
person responsible
iv. Shares with colleagues current literature and research, helpful ideas, highlights of
meetings attended
v.
Is prompt in providing support necessary to the completion of others tasks
vi. Appreciates and draws upon the expertise of other administrators
vii. Recognizes and contributes to organizational goals;
g. Staff development and professional growth:
i.
Establishes clear performance expectations
ii. Assists staff members in setting and reaching goals
iii. Uses the evaluation program effectively, involves resource persons appropriately
iv. Observes in classrooms on a regular basis
v. Identifies areas of strength as well as areas of deficiency
vi. Encourages the professional growth of all staff.
h. Professional knowledge:
i.
Exhibits awareness of sound educational practice
ii. Shows alertness to new knowledge that might benefit students or staff
iii. Keeps current with educational literature and research
iv. Participates in professional organizations and activities.
i. Student relations:
i.
Maintains positive school climate
ii. Exhibits concern for individual pupils' welfare
iii. Encourages appropriate activities to help pupils develop self-discipline and leadership
skills
iv. Effectively handles student disciplinary problems.
j. Community relations:
i.
Exhibits awareness of the main concerns of the school community
ii. Is sensitive to the educational goals and special needs of the community and its
component groups
iii. Establishes avenues for dialog between school and community
iv. Is effective in interpreting school programs to the community.
5.

Conditions of Employment:
Except as may be otherwise established by the Board:
a. Regular, dependable attendance is an essential function of the position.
b. Workdays shall include all weekdays from August 1 through June 30, exclusive of holidays
and scheduled school vacations.
c. Work hours during the school year shall be 8 1/2 hours per day minimum, which shall overlap
Page 22 of 41

Arapahoe Public Schools Principals

Regulation No 2200
Administration

with the regular school hours.
d. Work hours during the summer shall be 8:30 - 3:30 minimum, subject to the Principal’s fulltime equivalency.
e. Report to school on snow days if possible.
f. Professional leave and other leaves shall be arranged with the Superintendent in accordance
with such reporting procedures, which the Superintendent may establish.
See: Job Description for Principal - Regulation No. 2210A

Date of Adoption:

August 11, 2014
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PRINCIPAL JOB DESCRIPTION:
REQUIREMENTS:
A.

Education Level: M.A. or higher preferred. Must qualify for Nebraska Administrative and
Supervisory Certificate
Certification:
Must possess a Nebraska Administrative and Supervisory Certificate at the
Building level
Experience Desired: Prior principal experience preferred.
Other Requirements:
Must have the ability to work effectively with professional staff to provide leadership in a
creative learning environment.

B.
C.
D.

REPORTS TO: Superintendent of Schools
OVERTIME: Exempt - Administrative Exemption: Executive Exemption
The Principal has the primary duty of performing administrative functions directly related to academic
instruction or training.
The primary duty of the Principal is the management of the school to which the Principal is assigned.
The Principal customarily and regularly directs the work of two or more other employees and has
authority to hire or fire other employees or the Principal’s recommendations as to hiring, firing,
promotion or other change of status of other employees are given particular weight.
TASKS
The Principal is responsible for planning, directing, or coordinating the academic, clerical, or auxiliary
activities of the school to which the Principal is assigned. Specific duties and responsibilities may vary
depending on the assignments given by the Superintendent or the Board of Education. The Principal
is expected to adhere to all Board policies and requirements, state and federal laws and regulations,
including ethics regulations. The tasks to be performed by the Principal include the following:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Direct and coordinate activities of teachers, administrators, and support staff at schools, public
agencies, and institutions.
Evaluate curricula, teaching methods, and programs to determine their effectiveness, efficiency,
and utilization, and to ensure that school activities comply with federal, state, and local
regulations.
Collaborate with teachers to develop and maintain curriculum standards; develop mission
statements, and set performance goals and objectives.
Determine allocations of funds for staff, supplies, materials, and equipment, and authorize
purchases.
Determine the scope of educational program offerings, and prepare drafts of course schedules
and descriptions in order to estimate staffing and facility requirements.
Observe teaching methods and examine learning materials in order to evaluate and standardize
curricula and teaching techniques, and to determine areas where improvement is needed.
Plan and develop instructional methods and content for educational, vocational, or student
activity programs.
Prepare and submit budget requests and recommendations, or grant proposals to solicit
program funding.
Prepare, maintain, or oversee the preparation/maintenance of attendance, activity, planning,
or personnel reports and records.
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10.
11.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

Recommend personnel actions related to programs and services.
Recruit, hire, train, and evaluate staff. Conduct staff observations and evaluations in
accordance with the Board evaluation policy and legal requirements, and assure that
observations and evaluations are completed by others who are delegated such duties.
Implement improvement or corrective action plans implemented when needed. Make
recommendations on employee actions requiring Board action.
Review and approve new programs, or recommend modifications to existing programs,
submitting program proposals for school board approval as necessary.
Set educational standards and goals, and help establish policies and procedures to carry them
out.
Collect and analyze survey data, regulatory information, and data on demographic an
employment trends to forecast enrollment patterns and curriculum change needs.
Confer with parents and staff to discuss educational activities, policies, and student behavioral
or learning problems.
Counsel and provide guidance to students regarding personal, academic, vocational, or
behavioral issues.
Develop partnerships with businesses, communities, and other organizations to help meet
identified educational needs and to provide school- to-work programs.
Direct and coordinate school maintenance services and the use of school facilities.
Enforce discipline and attendance rules.
Organize and direct committees of specialists, volunteers, and staff to provide technical and
advisory assistance for programs.
Review and interpret government codes, and develop programs to ensure adherence to codes
and facility safety, security, and maintenance.
Teach classes or courses to students when necessary in the absence of teachers.
Write articles, manuals, and other publications, and assist in the distribution of promotional
literature about facilities and programs.
Advocate for new schools to be built, or for existing facilities to be repaired or remodeled.
Establish, coordinate, and oversee particular programs across school districts, such as programs
to evaluate student academic achievement.
Supervise instructional, athletic, and extracurricular programs.
Provide appropriate and safe learning environment.
Modify curriculum to meet student needs with assistance from appropriate directors and
supervisors.
Implement multicultural and other educational plans.
Coordinate special education services for identified students.
Meet with students for purposes of furnishing information, monitoring, counseling and
recognition for academic, athletic or activity success.
Attend meetings of the Board of Education and present information as requested or as needed.

KNOWLEDGE
The Principal should possess and effectively utilize knowledge in the following areas when performing
job tasks:
1.
Education and Training: Knowledge of principles and methods for curriculum and training
design, teaching and instruction for individuals and groups, and the measurement of training
effects.
2.
Administration and Management: Knowledge of business and management principles involved
in strategic planning, resource allocation, human resources modeling, leadership technique,
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3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

production methods, and coordination of people and resources.
English Language: Knowledge of the structure and content of the English language including
the meaning and spelling of words, rules of composition, and grammar.
Personnel and Human Resources: Knowledge of principles and procedures for personnel
recruitment, selection, training, compensation and benefits, labor relations and negotiation, and
personnel information systems.
Sales and Marketing: Knowledge of principles and methods for showing, promoting, and selling
products or services. This includes marketing strategy and tactics, product demonstration, sales
techniques, and sales control systems.
Mathematics: Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their
applications.
Communications and Media: Knowledge of media production, communication, and
dissemination techniques and methods. This includes alternative ways to inform and entertain
via written, oral, and visual media.
Customer and Personal Service: Knowledge of principles and processes for providing customer
and personal services. This includes customer needs assessment, meeting quality standards for
services, and evaluation of customer satisfaction.
Economics and Accounting: Knowledge of economic and accounting principles and practices,
the financial markets, banking and the analysis and reporting of financial data.
Psychology: Knowledge of human behavior and performance; individual differences in ability,
personality, and interests; learning and motivation; psychological research methods; and the
assessment and treatment of behavioral and affective disorders.
Clerical: Knowledge of administrative and clerical procedures and systems such as word
processing, managing files and records, stenography and transcription, designing forms, and
other office procedures and terminology.
Sociology and Anthropology: Knowledge of group behavior and dynamics, societal trends
and influences, human migrations, ethnicity, cultures and their history and origins.
Law and Government: Knowledge of laws, legal codes, court procedures, precedents,
government regulations, executive orders, agency rules, and the democratic political process.
Public Safety and Security: Knowledge of relevant equipment, policies procedures, and
strategies to promote effective local, state, or national security operations for the protection of
people, data, property, and institutions.
Telecommunications: Knowledge of transmission, broadcasting, switching, control, and
operation of telecommunications systems.
Computers and Electronics: Knowledge of circuit boards, processors, chips, electronic
equipment, and computer hardware and software, including applications and programming.
Therapy and Counseling: Knowledge of principles, methods, and procedures for diagnosis,
treatment, and rehabilitation of physical and mental dysfunctions, and for career counseling and
guidance.
Food Production: Knowledge of techniques and equipment for planting, growing, and
harvesting food products (both plant and animal) for consumption, including storage/handling
techniques.
Geography: Knowledge of principles and methods for describing the features of land, sea,
and air masses, including their physical characteristics, locations, interrelationships, and
distribution of plant, animal, and human life.
Philosophy and Theology: Knowledge of different philosophical systems and religions. This
includes their basic principles, values, ethics, ways of thinking, customs, practices, and their
impact on human culture.
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21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.

Engineering and Technology: Knowledge of the practical application of engineering science
and technology. This includes applying principles, techniques, procedures, and equipment to
the design and production of various goods and services.
History and Archeology: Knowledge of historical events and their causes, indicators, and
effects on civilizations and cultures.
Chemistry: Knowledge of the chemical composition, structure, and properties of substances
and of the chemical processes and transformations that they undergo. This includes uses of
chemicals and their interactions, danger signs, production techniques, and disposal methods.
Medicine and Dentistry: Knowledge of the information and techniques needed to diagnose and
treat human injuries, diseases, and deformities. This includes symptoms, treatment alternatives,
drug properties and interactions, and preventive health-care measures.
Mechanical: Knowledge of machines and tools, including their designs, uses, repair, and
maintenance.
Transportation: Knowledge of principles and methods for moving people or goods by air, rail,
sea, or road, including the relative costs and benefits.
Biology: Knowledge of plant and animal organisms, their tissues, cells, functions,
interdependencies, and interactions with each other and the environment.
Fine Arts: Knowledge of the theory and techniques required to compose, produce, and perform
works of music, dance, visual arts, drama, and sculpture.
Production and Processing: Knowledge of raw materials, production processes, quality
control, costs, and other techniques for maximizing the effective manufacture and distribution
of goods.
Building and Construction: Knowledge of materials, methods, and the tools involved in the
construction or repair of houses, building or other structures such as highways and roads.
Design: Knowledge of design techniques, tools, and principles involved in production of
precision technical plans, blueprints, drawings, and models.
Foreign Language: Knowledge of the structure and content of a foreign (non- English)
language including the meaning and spelling of words, rules of composition and grammar, and
pronunciation.
Physics: Knowledge and prediction of physical principles, laws, their interrelationships, and
applications to understanding fluid, material, and atmospheric dynamics, and mechanical,
electrical, atomic and sub- atomic structures and processes.

SKILLS
The Principal should possess and effectively utilize the following skills when performing job tasks:
1.
Coordination: Adjusting actions in relation to others' actions.
2.
Speaking: Talking t o others to convey information effectively.
3.
Reading Comprehension: Understanding written sentences and paragraphs in work related
documents.
4.
Writing: Communicating effectively in writing as appropriate for the needs of the audience.
5.
Social Perceptiveness: Being aware of others' reactions and understanding why they react as
they do.
6.
Critical Thinking: Using logic and reasoning to identify the strengths and weaknesses of
alternative solutions, conclusions or approaches to problems.
7.
Judgment and Decision Making: Considering the relative costs and benefits of potential actions
to choose the most appropriate one.
8.
Active Listening: Giving full attention to what other people are saying, taking time to
understand the points being made, asking questions as appropriate, and not interrupting at
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9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.

inappropriate times.
Management of Personnel Resources: Motivating, developing, and directing people as they
work, identifying the best people for the job.
Systems Evaluation: Identifying measures or indicators of system performance and the actions
needed to improve or correct performance, relative to the goals of the system.
Active Learning and future problem solving and decision-making.
Learning Strategies: Selecting and using training/instructional methods and procedures
appropriate for the situation when learning or teaching new things.
Systems Analysis: Determining how a system should work and how changes in conditions,
operations, and the environment will affect outcomes.
Complex Problem Solving: Identifying complex problems and reviewing related information
to develop and evaluate options and implement solutions.
Monitoring: Monitoring/Assessing performance of yourself, other individuals, or organizations
to make improvements or take corrective action.
Management of Financial Resources: Determining how money will be spent to get the work
done, and accounting for these expenditures.
Instructing: Teaching others how to do something.
Management of Material Resources: Obtaining and seeing to the appropriate use of equipment,
facilities, and materials needed to do certain work.
Time Management: Managing one's own time and the time of others.
Service Orientation: Actively looking for ways to help people.
Operations Analysis: Analyzing needs and product requirements to create a design.
Mathematics: Using mathematics to solve problems.
Persuasion: Persuading others to change their minds or behavior.
Equipment Selection: Determining the kind of tools and equipment needed to do a job.
Negotiation: Bringing others together and trying to reconcile differences.
Quality Control Analysis: Conducting tests and inspections of products, services, or processes
to evaluate quality or performance.
Operation and Control: Controlling operations of equipment or systems.
Science: Using scientific rules and methods to solve problems.
Installation: Installing equipment, machines, wiring, or programs to meet specifications.
Technology Design: Generating or adapting equipment and technology to serve user needs.
Troubleshooting: Determining causes of operating errors and deciding what to do about it.
Operation Monitoring: Watching gauges, dials, other indicators to make sure a machine is
working properly.
Equipment Maintenance: Performing routine maintenance on equipment and determining
when and what kind of maintenance is needed.
Repairing: Repairing machines or systems using the needed tools.

ABILITIES
The Principal is to possess and effectively utilize the following abilities when performing job tasks:
a.
Oral Expression: The ability to communicate information and ideas in speaking so others will
understand.
b.
Written Expression: The ability to communicate information and ideas in writing so others will
understand.
c.
Written Comprehension: The ability to read and understand information and ideas presented in
writing.
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d.
e.
f.
g.
2.
3.
4.
5.

6.
7.
8.
9.
10.
11.
12.
13.
14.
15.

16.
17.
18.
19.

Oral Comprehension: The ability to listen to and understand information and ideas presented
through spoken words and sentences.
Speech Clarity: The ability to speak clearly, so others can understand you.
Near Vision: The ability to see details at close range (within a few feet of the observer).
Fluency of Ideas: The ability to come up with a number of ideas about a topic (the number of
ideas is important, not their quality, correctness, or creativity).
Inductive Reasoning: The ability to combine pieces of information to form general rules or
conclusions (includes finding a relationship among seemingly unrelated events).
Deductive Reasoning: The ability to apply general rules to specific problems to produce
answers that make sense.
Originality: The ability to come up with unusual or clever ideas about a given topic or situation,
or to develop creative ways to solve a problem.
Information Ordering: The ability to arrange things or actions in a certain order or pattern
according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures,
mathematical operations).
Problem Sensitivity: The ability to tell when something is wrong or is likely to go wrong. It
does not involve solving the problem, only recognizing there is a problem.
Mathematical Reasoning: The ability to choose the right mathematical methods or formulas to
solve a problem.
Number Facility: The ability to add, subtract, multiply, or divide quickly and correctly.
Memorization: The ability to remember information such as words, numbers, pictures, and
procedures.
Speech Recognition: The ability to identify and understand the speech of another person.
Category Flexibility: The ability to generate or use different sets of rules for combining or
grouping things in different ways.
Speed of Closure: The ability to quickly make sense of, combine, and organize information
into meaningful patterns.
Selective Attention: The ability to concentrate on a task over a period of time without being
distracted.
Time Sharing: The ability to shift back and forth between two or more activities or sources of
information (such as speech, sounds, touch, or other sources).
Perceptual Speed: The ability to quickly and accurately compare similarities and differences
among sets of letters, numbers, objects, pictures, or patterns. The things to be compared may
be presented at the same time or one after the other. This ability also includes comparing a
presented object with a remembered object.
Visualization: The ability to imagine how something will look after it is moved around or
when its parts are moved or rearranged.
Far Vision: The ability to see details at a distance.
Auditory Attention: The ability to focus on a single source of sound in the presence of other
distracting sounds.
Flexibility of Closure: The ability to identify or detect a known pattern (a figure, object, word,
or sound) that is hidden in other distracting material.
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20.
21.
22.
23.
24.
25.
26.

Spatial Orientation: The ability to know your location in relation to the environment or to know
where other objects are in relation to you.
Extent Flexibility: The ability to bend, stretch, twist, or reach with your body, arms, and/or legs.
Hearing Sensitivity: The ability to detect or tell the differences between sounds that vary in
pitch and loudness.
Manual Dexterity: The ability to quickly move your hand, your hand together with your arm,
or your two hands to grasp, manipulate, or assemble objects.
Finger Dexterity: The ability to make precisely coordinated movements of the fingers of one
or both hands to grasp, manipulate, or assemble very small objects.
Wrist-Finger Speed: The ability to make fast, simple repeated movements of the fingers, hands,
and wrists.
Trunk Strength: The ability to use your abdominal and lower back muscles to support part of
the body repeatedly or continuously over time without 'giving out' or fatiguing.

WORK ACTIVITIES
The Principal is to perform the following work activities associated with this position:
1.
Communicating with Persons Outside Organization: Communicating with people outside the
organization, representing the organization to customers, the public, government, and other
external sources. This information can be exchanged in person, in writing, or by telephone or
e- mail.
a.
conduct parent conferences
b. make presentations
2.
Communicating with Supervisors, Peers, or Subordinates: Providing information to
supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.
a.
conduct or attend staff meetings
3.
Getting Information: Observing, receiving, and otherwise obtaining information from all
relevant sources.
4.
Provide Consultation and Advice to Others: Providing guidance and expert advice to
management or other groups on technical, systems-, or process-related topics.
a.
consult with and provide advice to the Board on operations of the school
b.
consult with and provide advice to the administrative team on operations of the school
c.
consult with parents or school personnel to determine student needs
d.
consult with parents or teachers to develop programs
e.
recommend modifications to educational programs
2.
Coordinating the Work and Activities of Others: Getting members of a group to work together
to accomplish tasks.
a.
coordinate employee continuing education programs
b.
direct and coordinate activities of workers or staff
c.
oversee execution of organizational or program policies
3.
Training and Teaching Others: Identifying the educational needs of others, developing formal
educational or training programs or classes, and teaching or instructing others.
a. conduct training for personnel
b. coordinate educational content
c. coordinate instructional outcomes
d. develop instructional materials
5.
Establishing and Maintaining Interpersonal Relationships: Developing constructive and
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6.

7.

8.

9.

10.
11.
12.

13.
14.

15.

cooperative working relationships with others, and maintaining them over time.
Staffing Organizational Units: Recruiting, interviewing, selecting, hiring, and promoting
employees in an organization.
a.
develop staffing plan
b.
evaluate information from employment interviews
c.
hire, discharge, transfer, or promote workers
d.
interview job applicants
e.
recommend personnel actions, such as promotions, transfers, and dismissals
Developing Objectives and Strategies: Establishing long-range objectives and specifying the
strategies and actions to achieve them.
f.
develop policies, procedures, methods, or standards
g.
establish educational policy or academic codes
h.
write public sector or educational grant proposals
Organizing, Planning, and Prioritizing Work: Developing specific goals and plans to prioritize,
organize, and accomplish your work.
a.
plan meetings or conferences
b. use time management techniques
Analyzing Data or Information: Identifying the underlying principles, reasons, or facts of
information by breaking down information or data into separate parts.
a.
analyze operational or management reports or records
b.
analyze organizational operating practices or procedures
c.
analyze survey data to forecast enrollment changes
d.
evaluate educational outcomes
Monitoring and Controlling Resources: Monitoring and controlling resources and overseeing
the spending of money.
a.
develop budgets
Making Decisions and Solving Problems: Analyzing information and evaluating results to
choose the best solution and solve problems.
a.
resolve problems in educational settings
Guiding, Directing, and Motivating Subordinates: Providing guidance and direction to
subordinates, including setting performance standards and monitoring performance.
a.
assign work to staff or employees
b.
establish employee performance standards
c.
evaluate performance of employees or contract personnel
d.
maintain group discipline in an educational setting
e.
motivate workers to achieve work goals
f.
orient new employees
g.
supervise student extra-curricular activities
Identifying Objects, Actions, and Events: Identifying information by categorizing, estimating,
recognizing differences or similarities, and detecting changes in circumstances or events.
Performing Administrative Activities: Performing day- to-day administrative tasks such as
maintaining information files and processing paperwork.
a.
administer educational institutions
b.
maintain educational records, reports, or files
c.
oversee site-based school management
d.
prepare educational reports
Processing Information: Compiling, coding, categorizing, calculating, tabulating, auditing, or
Page 31 of 41

Principal Job Description

Regulation No 2200.A
Administration

16.
17.
18.
19.
20.

21.
22.
23.
24.
25.

26.
27.
28.
29.
30.
31.
32.
33.

verifying information or data.
Developing and Building Teams: Encouraging and building mutual trust, respect, and
cooperation among team members.
Judging the Qualities of Things, Services, or People: Assessing the value, importance, or quality
of things or people.
Coaching and Developing Others: Identifying the developmental needs of others and coaching,
mentoring, or otherwise helping others to improve their knowledge or skills.
Monitor Processes, Materials, or Surroundings: Monitoring and reviewing information from
materials, events, or the environment, to detect or assess problems.
Interpreting the Meaning of Information for Others: Translating or explaining what
information means and how it can be used.
a.
explain rules, policies or regulations
b.
prepare instruction manuals
Documenting/Recording Information: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/magnetic form.
Scheduling Work and Activities: Scheduling events, programs, and activities, as well as the
work of others.
Estimating the Quantifiable Characteristics of Products, Events, or Information: Estimating
sizes, distances, and quantities or determining time, costs, resources, or materials needed to
perform a work activity.
Evaluating Information to Determine Compliance with Standards: Using relevant information
and individual judgment to determine whether events or processes comply with laws,
regulations, or standards.
Updating and Using Relevant Knowledge: Keeping up- to-date technically and applying new
knowledge to your job.
a.
use conflict resolution techniques
b.
use government regulations
c.
use interpersonal communication techniques
d.
use interviewing procedures
e.
use public speaking techniques
f.
use teaching techniques
Resolving Conflicts and Negotiating with Others: Handling complaints, settling disputes, and
resolving grievances and conflicts, or otherwise negotiating with others.
Thinking Creatively: Developing, designing, or creating new applications, ideas, relationships,
systems, or products, including artistic contributions.
Interacting With Computers: Using computers and computer systems (including hardware
and software) to program, write software, set up functions, enter data, or process information.
Selling or Influencing Others: Convincing others to buy merchandise/goods or to otherwise
change their minds or actions.
Performing for or Working Directly with the Public: Performing for people or dealing directly
with the public. This includes serving customers in restaurants and stores, and receiving clients
or guests.
Assisting and Caring for Others: Providing personal assistance, medical attention, emotional
support, or other personal care to others such as coworkers, customers, or patients.
a.
counsel individuals with personal problems
Handling and Moving Objects: Using hands and arms in handling, installing, positioning, and
moving materials, and manipulating things.
Inspecting Equipment, Structures, or Material: Inspecting equipment, structures, or materials
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34.
35.

36.
37.
38.

to identify the cause of errors or other problems or defects.
Performing General Physical Activities: Performing physical activities that require
considerable use of your arms and legs and moving your whole body, such as climbing, lifting,
balancing, walking, stooping, and handling of materials.
Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment: Providing
documentation, detailed instructions, drawings, or specifications to tell others about how
devices, parts, equipment, or structures are to be fabricated, constructed, assembled, modified,
maintained, or used.
Operating Vehicles, Mechanized Devices or Equipment: Running, maneuvering, navigating, or
driving vehicles or mechanized equipment, such as passenger vehicles.
Controlling Machines and Processes: Using either control mechanisms or direct physical
activity to operate machines or processes (not including computers or vehicles).
Repairing and Maintaining Electronic Equipment: Servicing, repairing, calibrating, regulating,
fine tuning, or testing machines, devices and equipment that operate primarily on the basis of
electrical or electronic (not mechanical) principle.

ESSENTIAL FUNCTIONS
The essential functions of the Principal position include the ability to perform the identified tasks, to possess
and utilize the identified knowledge, skills, and abilities, and to perform the identified work activities. The
essential functions further include the ability to perform the following identified physical requirements: (See
Article 2, APPENDIX A)

Date of Adoption:

August 14, 2014
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EVALUATION OF PRINCIPALS AND OTHER CERTIFICATED ADMINISTRATIVE
PERSONNEL
1.

Objectives
The board recognizes that the roles of a school superintendent, principal, assistant principal and
other certificated administrative personnel of the district (hereinafter collectively referred to as
“Administrators”) are varied and complex requiring an appraisal process that accurately measures
performance and provides support for the continued growth and improvement of the
Administrator. The general job description and an evaluation instrument with performance
standards for each administrative position shall be promulgated under the direction of the
Superintendent of Schools and approved by the Board of Education, and provided to the affected
Administrator. The appraisal process for each Administrator and administrative position shall
serve these purposes:
a.

To raise the quality of administration and educational service to the children of our
community.

b.

Clarify for the Administrators their respective role in the school system as seen by the
Board.

c.

Clarify for all Board members the role of the administration and the immediate
priorities among each Administrator’s responsibilities.

d.

Develop harmonious working relationships between the Board and administrative
supervisors and each Administrator.

e. Aid the individual Administrator to grow professionally.
The evaluation of administrative performance is intended to be a cooperative and continuing
process designed to improve the quality of the educational program.
2.

General Procedures
The formal Administrator appraisal is based primarily upon the procedures and processes defined
below. The procedures provide for a consistent and equitable appraisal of important aspects of
the Administrator’s duties and responsibilities. However, they do not specifically include the total
range of expectations of the effective performance of the administrative duties of each
administrative position or the Administrator assigned to such position. As a result, additional data
and information related to the respective administrative role may be utilized to generate a
comprehensive appraisal.

3.

Appraisal Cycle
Probationary Administrators shall be observed and evaluated at least once each semester, except
the Superintendent, who shall be observed and evaluated by the Board of Education once each
semester in the first contract year of employment, and once per year each contract year thereafter.
Permanent (tenured) Administrators shall be evaluated at least once each school year.
Observations and evaluations of greater frequency or number than required may be conducted
and made at the request of the Administrator or in the discretion of the appraiser.
The appraisal cycle and appraisal process for a permanent Administrator is intended for the
direction of the responsible appraiser. A failure to complete evaluations within the designated
cycle or in the manner directed by this policy shall not give the permanent Administrator rights,
but may be addressed in evaluating the responsible appraiser’s performance.
The entire instructional period for Administrators cannot be defined in terms of an instructional
period and shall be satisfied by the actual observation of an Administrator's work for no less than
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fifty (50) minutes (cumulative) during the time periods being evaluated.
4.

Appraisal Process
The appraisal process is the responsibility of the Administrator and the Administrator’s
immediate supervisor as determined by the Board of Education and/or the Superintendent of
Schools, provided that the supervisor of the Superintendent shall be the Board of Education. In
the event the responsible appraiser has not initiated the appraisal process within the time or in the
manner required, the Principal has the responsibility to timely notify the responsible appraiser.
Performance standard categories set forth in the evaluation instrument for each administrative
position, as adopted and amended from time-to-time, shall serve as the basis for the informal jobtarget-based formative appraisal and the formal summative appraisal. During the formal
summative appraisal, data is collected as required to provide a basis for appraising the
performance categories. Data collection may include, but is not limited to, surveys (formal or
informal information gathering from staff, students, parents, community members, and other
Administrators), statistics received by routine reports; statistics generated by reports specifically
designed for the appraisal; review of sample written materials of the Administrator (such as, for
example, a Principal’s evaluations of teachers) and observations of performance. The
Administrator may be assigned responsibility to assist with data collection and shall have the
duty to provide such assistance as is requested. The collected data along with the professional
opinions of the responsible appraiser shall serve as the basis for the final appraisal report.

5.

Final Formal Summative Evaluation
Administrator may be assigned responsibility to provide suggestions for improvement plans or
similar job growth strategies and shall have the duty of complying with such requests. Further,
in the event improvement plans or other similar performance measures are implemented, the
Administrator shall have the duty to comply with such plans. The Administrator is expected to
be cooperative, professional, and to exhibit a willingness to improve performance and to accept
the constructive criticisms and suggestions of the appraiser.
See: Superintendent Evaluation Instrument (Article 2, APPENDIX B).
Evaluation Instruments for All other Administrators (Article 2, Appendix C)
The appraisal process culminates in a final formal summative evaluation. The final formal summative
evaluation consists of a rating of each performance category identified in the evaluation instrument,
identification of whether the Administrator’s performance meets or does not meet district standards of
performance, a list of deficiencies in the Administrator’s performance, suggestions and plans for
improvement to assist the Administrator in overcoming such deficiencies, and follow-up evaluations
as appropriate in order to correct performance below district standards. As a professional, the
Administrator may be assigned responsibility to provide suggestions for improvement plans or similar
job growth strategies and shall have the duty of complying with such requests. Further, in the event
improvement plans or other similar performance measures are implemented, the Administrator shall
have the duty to comply with such plans. The Administrator is expected to be cooperative, professional,
and to exhibit a willingness to improve performance and to accept the constructive criticisms and
suggestions of the appraiser.

Date of Adoption:

August 11, 2014
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ADMINISTRATION LINE OF AUTHORITY
Each teacher or other employee of the School District shall be under the general direction of the
Superintendent, but shall be under the immediate supervision of the building Principal or other
designated supervisor.

Date of Adoption:

July 12, 2004

Page 36 of 41

Administrative Action in Emergencies

Policy No 2410
Administration

ADMINISTRATIVE ACTIONS IN EMERGENCIES:
In any crises or emergency circumstances, the immediate concern is securing the safety and welfare of
students and staff. A second priority, if appropriate, will be the securing and salvaging of property. The
superintendent of schools will be in charge of administering and monitoring any emergency event, except
that if the situation is confined to a particular building, the principal will be in charge with the
superintendent of schools advising on necessary decisions. Once the nature of the emergency is
determined and the immediate concerns for students and staff are addressed, the superintendent of schools
will:
1.
Alert board members.
2.
Decide whether or not to convene or postpone school, with attendant adjustments in transportation
and activity schedules.
3.
Determine the need to involve other agencies and/or officials (e.g., Police, fire and emergency
personnel, counseling services, insurance representatives). All administrators will maintain an
accessible, emergency phone list.
4.
Notify students, staff, and patrons via appropriate media.
5.
Report on the incident at the next regular or emergency board meeting and evaluate the
effectiveness of the response strategy.
Inclement Weather: In the event of bad weather, or other circumstance in which the safety of students
would be endangered by attending school, the superintendent of schools will make the decision to cancel
or delay the start of school and whether or not staff are to report for duty. When school is canceled,
ordinarily all after-school activities will be canceled. Any decision to the contrary must have the
superintendent of school's permission and include provision for communicating with all affected parties
in a timely manner. Weather information will be sought from current weather station reports and
consultation with the transportation director and other area superintendents. The decision to cancel school
will be made as early as possible. A system will be developed to alert the staff, and the superintendent of
schools shall inform appropriate television and radio stations and request that they make the appropriate
announcement to the local media. The board of education will determine in the spring whether time missed
for inclement weather or other emergency school closings should be made up.
Fire, Tornado, Gas Leaks: Principals shall design and keep current drill and evacuation plans, to include
emergency shelter, and publish them in staff and student handbooks. Teachers will post said plans in their
classrooms and educate students on their implementation.
Student or Staff Deaths: When notice is received of a student or staff death, the involved administrators
will inform and consult with the superintendent of schools. Ordinarily school will be convened; however,
appropriate modifications in daily school activities which are sensitive to the incident will be made.
Further, if deemed necessary, a counseling intervention team will be made available, in conjunction with
school counseling services, to provide assistance to students and staff. Substitute teachers will be employed
if deemed appropriate. School officials will attempt to balance funeral accommodations with the need to
convene school with minimal disruption.
Civilian Emergencies:
The school buildings are available as emergency shelters if needed. School officials, to the extent possible,
will cooperate with other civil authorities, including local, area, and state law enforcement agencies and
fire department officials, in making school facilities available during any civilian emergencies.
Date of Adoption:

August 11, 2014
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STAFF HANDBOOKS
The Superintendent shall have the authority to establish staff handbooks. The handbooks shall define
the duties of all special school officers and employees; define responsibilities, duties and policies
concerning the relation of personnel to the administration, the community and the students; shall list
the responsibilities of the administration to the staff together with staff welfare measures; and shall list
general policies pertaining to students. Staff handbooks shall, when approved by the Board, have the
effect of Board policy and control over any conflicting Board policy adopted prior to the staff handbook
in the event of a direct conflict.
All staff shall be furnished or be provided access to a handbook at the beginning of each school year.
Should a circumstance present itself that is not covered by the provisions of the staff handbook
applicable to a specific employee, reference should be made to Board policy.

Date of Adoption:

August 11, 2014
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ATTENDANCE AT PROFESSIONAL GROWTH MEETINGS
The board of education expects its administrative staff to be informed on contemporary educational issues
and therefore encourages active participation in the respective professional administrative organizations,
including state, regional, and national associations for the superintendent and principals. Accordingly, the
Board of Education authorizes and will fund, within budgetary limits, attendance to state, regional, and
national conferences sponsored by professional administrative organizations, curriculum groups,
institutions of higher education, legislative bodies, and other agencies having a relationship which is in
agreement with the school district's educational objectives.
Administrators’ attendance at national conferences is subject to board approval. If a first-year
administrator is granted permission to attend a national convention, expenses for such attendance shall
be allowed, provided that should the administrator not return for the next school year the cost of the
administrator's attendance at such national convention shall be deducted from the administrator's last
pay check. Any convention expenses already paid for a first-year administrator who chooses to
terminate employment at the end of the contract year shall be refunded by that administrator to the
district.
Approved national conventions include the American Association of School Administrators, the
National Association of Elementary School Principals (NAESP), the National Association of
Secondary School Principals (NASSP), the Association for Supervision and Curriculum Development
(ASCD), the American Association of School Administrators (AASA), the National Association of
School Boards (NASB), or other conferences approved by the Board of Education. Any expenses
allowed shall be consistent with those allowed through the guidelines approved by the Board for the
Superintendent.
The Superintendent and the Principal, when approved to attend a national convention, shall be allowed
expenses which shall include registration fee, transportation, lodging, meals and incidentals not to
exceed the amount specified in the contract of such administrator. In the absence of such contractual
provisions, the expenses allowed shall be the amount set forth in the "Coffee Act Policy," Policy No.
8231. Ticket stubs, receipts, and other records pertaining to expenses incurred shall be submitted.
The expenses of the spouse of the administrator, accompanying the administrator on the convention
trip, shall be borne by the administrator.
Periodic reports will be given to the board of education regarding administrator attendance at conferences,
including prior announcement of intended national conferences. Ordinarily, the board of education will
automatically authorize conference attendance with adoption of the annual budget, but it may, in its
discretion, limit or deny administrator conference attendance as the school year progresses.

Date of Adoption:

August 11, 2014
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ADMINISTRATIVE ACTION IN ABSENCE OF POLICY
If a situation demanding a decision is not covered by an existing law, policy, or by regulations, the
Superintendent or the Superintendent’s designee is empowered to make the decision deemed best in the
Superintendent’s or the Superintendent’s designee’s professional judgment.
Decisions made in the absence of needed policy shall be reported to the Board and the Superintendent
shall develop recommended policy to deal with similar matters in the future.

Date of Adoption:

August 11, 2014
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Stamina
1. Sitting
2. Walking
3. Standing
4. Sprinting/Running
Flexibility
5. Bending or twisting at the neck more than the average person
6. Bending tor twisting the trunk more than the average person
7. Squatting/Stooping/Kneeling
8. Reaching above the head
9. Reaching forward
10. Repeating the same hand, arm, or finger motion many times ex: typing/data entry
Activities
11. Climbing (ladders, large trucks, vehicles, etc.)
12. Hand grip strength
13. Driving on the job
14. Typing non-stop
Use of arms and hands
15. Manual dexterity (using a wrench or screwing a lid on a jar)
16. Finger dexterity (typing or putting a nut on a bolt)
Lifting Requirements
17. Lifting up to 10 pounds (Mark all that apply)
Floor to Waist
Waist to Shoulder
Shoulder to overhead
18. Lifting 11 – 25 pounds (Mark all that apply)
Floor to Waist
Waist to Shoulder
Shoulder to overhead
19. Lifting 26 – 50 pounds (Mark all that apply)
Floor to Waist
Waist to Shoulder
Shoulder to overhead
20. Lifting 51 – 75 pounds (Mark all that apply)
Floor to Waist
Waist to Shoulder
Shoulder to overhead
21. Lifting 76 plus pounds
Floor to Waist
Waist to Shoulder
Shoulder to overhead
22. Can load items over 50 pounds that are lifted or carried be shared or reduced into smaller
loads.
Pushing/Pulling
23. 25 to 50 pounds
24. 51 to 75 pounds
25. 76 to 90 pounds
26. Over 90 pounds
Move
1. 25 to 50 pounds
2. 51 to 75 pounds
3. 76 to 90 pounds
4. Over 90 pounds
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Superintendent Evaluation Instrument:
I.

EVALUATION PLAN
The following are steps recommended as an evaluation for the Superintendent of Schools.
1.
2.
3.
4.
5.

Review of Performance Evaluation instrument by individual board members.
Completion of rating instrument by individual members.
Individual member consultation with Superintendent. (optional)
Compilation of ratings by Board President.
Meeting with Board members to review compiled ratings, identify strengths, areas
for improvement, and superintendent's goals for current year.
6. Meeting with the Superintendent to review ratings, strengths, and areas
for improvement.
7. Superintendent response to evaluation and revisions of goals for
ensuing year.
8. Determination of salary and/or contract terms (as appropriate).

i

II.

PERFORMANCE INSTRUMENT
Performance Level

A. EDUCATIONAL LEADERSHIP

4
Exceeds
Expectations

1. Administering the development and
maintenance of an educational program
designed to meet the needs of the community
and to carry out policies of the Board of
Education.
2. Overseeing the setting of educational goals of
the district both annually and over a longrange period
3. Conducting a continuous evaluation of the
development and needs of the school system,
utilizing community, staff, and student input.
4. Evaluating all administrative personnel, in
writing, on an annual basis.
5. Attending state, regional, and national
conferences pertaining to the superintendent's
duties, upon approval by the Board.
6. Initiating policy considerations to cover
situations requiring discretionary action
when the superintendent feels the
circumstances necessitate a policy.
7. Being alert to advances and improvements
in the educational process.
Comments:

ii

3
Meets
Expectation

2
Needs
Improvement

1
Does Not
Meet
Expectations

Not
Applicable

Performance Level
B. STAFF RELATIONS

4
Exceeds
Expectations

1. Providing the number and type of positions
needed for the effective operation of the
schools.
2. Nominating for appointment, assigning,
and defining the duties of all personnel,
subject to the approval of the Board.
3. Striving to create good morale among staff
members.
4. Dealing with personnel matters on an
impartial bases.
5. Recommending the dismissal of staff
members for just cause.

Comments:

iii

3
Meets
Expectation

2
Needs
Improvement

1
Does Not
Meet
Expectations

Not
Applicable

Performance Level
C. COMMUNITY LEADERSHIP

4
Exceeds
Expectations

1. Assuming a major responsibility of
maintaining good human relationships among
students, teachers, administrators, board
members, parents, and thepublic. The
superintendent shall serve as a unifying force
within the school district, striving at every
opportunity to reconcile divergent viewpoints
on behalf of what is best for students and what is
best for public education.
2. Generating and coordinating a public relations
program for the school system.
3. Serving as the educational spokesperson for
the district in all matters, stressing the positive
attributes of the district and the need for continued
support for education
4. Establishing and maintaining a sound working
relationship with the news media,utilizing
anypublicservice opportunities for the
betterment of education within the community
5. Maintaining in all departments and schools,
a continuous study of the problems of the
school as a basis for their being remediated.
Comments:

iv

3
Meets
Expectation

2
Needs
Improvement

1
Does Not
Meet
Expectations

Not
Applicable

Performance Levels
D. WORKING RELATIONSHIP WITH
BOARD OF EDUCATION

4
Exceeds
Expectations

1. Keeping the board informed, by frequent
reporting, on the progress and conditions of
the school and by keeping in continuous
contact with the president of the Board of
Education
2. Attending and participating in all meetings
of the board except when the
superintendent's own position, salary, or
tenure may be under consideration.
3. Preparing for each member of the board,
before each board meeting, an agenda
listing items to be considered.
4. Developing the necessary rules and
regulations to effectively carry out board
policy. Also, taking care of all other
administrative duties not specifically
covered in board policy.
5. Offering professional guidance,
recommendation or assistance, when
appropriate, when the board is making
decisions.
Comments:

v

3
Meets
Expectation

2
Needs
Improvement

1
Does Not
Meet
Expectations

Not
Applicable

Performance Level
E. FINANCIAL DIRECTION

4
Exceeds
Expectations

1. Supervising the preparation of the annual
budget and recommending it to the board at
its regular meeting for budget approval and
supervising the preparation for the public
hearing on the budget in accordance with
Nebraska statutes.
2. Directing the formulation of, or the revision
of, salary schedules as a result of
negotiations and making such
recommendations to the board

Comments:

vi

3
Meets
Expectation

2
Needs
Improvement

1
Does Not
Meet
Expectations

Not
Applicable

F. Management of Facilities, Grounds and
Equipment

Levels of Performance
4
Exceeds
Expectations

1. Serving as custodian of all prope1iy, real
or personal, owned, leased or borrowed by
the district; and lending, exchanging,
transmitting or receiving such property
only in accordance with approval of the
board.
2. Assembling data for the recommended
building program and acting as educational
advisor to the architect in the preparation
of all plans and specifications for the
construction of all new buildings or
modifications of existing buildings.
3. Recommending boundaries, and changes in
boundaries, for the schools within the
district.

Comments:

vii

3
Meets
Expectation

2
Needs
Improvement

1
Does Not Meet
Expectations

Not
Applicable

Levels of Performance
G. PERSONAL QUALITIES

4
Exceeds
Expectations

Comments:

viii

3
Meets
Expectation

2
Needs
Improvement

1
Does Not
Meet
Expectations

Not
Applicable

1. Maintains high standards of ethics, honesty and integrity in all personal and professional matters.
2. Demonstrates his ability to work well with individuals and groups.
3. Possesses and maintains the health and energy necessary to meet the responsibility of his position.
4. Speaks well in front of large and small groups, expressing his ideas in a logical, forthright, and
professional Manner.
5. Maintains his professional development by reading, course work, conference attendance, work on
professional committees, visiting other districts, and meeting other superintendents.

COMMENTS:

ix

II. SUMMARY
What are the three strongest areas of the superintendent's performance during the past year?
1.
2.
3.
What are the three areas most in need of improvement during the coming year?
1.
2.
3.
Board President Signature

Superintendent’s Signature

Date

Date

x

III. SUPERINTENDENT RESPONSE TO EVALUATION. PRESENT/REVIEW, IF ANY, REVISIONS TO THE
SUPERINTENDENT'S GOALS FOR THE ENSUING SCHOOL YEAR.

xi
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PRINCIPAL EVALUATION AND APPRAISAL
Name:
Date:
Meets
District
Standards
Instructional Leadership
1. Provides direction for the school and
instructional management
2. Provide for ongoing staff development
3. Provides for improvement of instruction
4. Provides for appropriate curricular offerings
and effectively organizes personnel to staff
offerings within resources provided
5. Provides leadership for positive educational
change
6. Communicates and promotes standards of
performance
Narrative Comments:

School Operations
7. Provides for effective and efficient day by day
operation of the school
8. Maintains school facilities conducive to a
positive learning environment
9. Promotes and maintains a positive school
climate
10. Utilizes effective practices to promote desirable
student conduct

xii

Does Not
Needs
Meet District
Improvement
Standards

11. Demonstrates effective organizational skills
12. Demonstrates effective skills in problem
analysis, decision making and judgment
Narrative Comments:
Interpersonal Relationships
13. Works effectively with staff, students, parents,
community members, superiors and peers
14. Demonstrates effective communication skills
15. Demonstrates sensitivity to others
Narrative Comments:

Professional Responsibilities
16. Implements district programs, policies and
procedures
17. Participates in professional growth
opportunities
18. Demonstrates personal motivation and selfdiscipline
19. Assumes responsibilities outside school as
related to school matters
Narrative Comments:

Identification of performance strengths:

Identification of performance areas to be improved upon:

Record of progress or deficiencies with respect to any existing self-identified job performance targets:
xiii

Record of progress or deficiencies with respect to any existing Professional Development Plan:

Area for consideration in future self-identified job performance targets or Professional Development
Plan:

Identified Methods of Remediation:

Superintendent's comments and action recommended (to be completed for evaluation at end of
year; action always subject to reconsideration:
Recommended for reappointment
Recommended for Professional Development Plan
Recommended for dismissal
Principal's Comments:

Signatures:
Signature of Principal

Date

Signature of Superintendent

Date

Date of Adoption:

July 12, 2004
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