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Principal’s Job Description

MAJOR JOB: To manage school programs, school discipline and operations and FUNCTION: provide instructional leadership to staff, students and parent community

REPORTS TO: Superintendent

SUPERVISES: School Staff and Students

COOPERATES WITH:  Staff, Parents, Students, Related Outside Agencies, and

Superintendent

Job Duties

The principal is responsible for discharging all duties as prescribed by statute and CDE regulations, 22 -32 -126 and 1 - CCR 301 - 15- (8.05). Further, principals are responsible for the following:

Vision / Mission - The administrator provides leadership in establishing, communicating and implementing the Mission / Vision for the school and community, and communicating that vision to the district's constituents.

Communication / Human Relations - The building administrator communicates effectively by utilizing a variety of techniques and systems.

Instructional Leadership - The administrator assures that resources are utilized to maximize instructional delivery to all students by coordinating the curriculum, developing and enforcing academic standards, protecting instructional time and providing incentives.

Student Discipline - The administrator provides for a safe and orderly environment.

Organization and Management - The administrator organizes time, attendance, student class schedules, people and other resources for the efficient operation of the school.

Administrative Attributes- The administrator will demonstrate the breadth and depth of administrative characteristics that initiate, facilitate, and promote organizational effectiveness.

Evaluation: Certificated & Classified - The administrator will assist in evaluating Certificated and classified employees according to board policy and procedures to improve employee performance.

Other Duties as Assigned - The administrator will accept and carry out "other" duties as assigned by the superintendent of schools (or designee).

Activity Director - The administrator will make schedules of games, and officials contracts, and will assign extra curricular activities, duties for games and etc. will monitor eligibility requirements, and communicate with League(s) involved.

Under the direction of the superintendent of schools or his designee, the school principal shall be the chief administrative and instructional officer of the school. The principal shall be responsible for performing all functions of his/her job description; and, have the authority to carry out the duties as prescribed by the superintendent, statute, public law, and board policy.

The superintendent shall implement and supervise and evaluation system for all

Certificated administrative personnel and make appropriate recommendations regarding their employment.

The purpose of certificated administrator evaluations shall be to provide a basis for critique and improvement of administrative performance and to measure level of performance. Certificated administrators shall be evaluated with the purpose of improving curriculum goals, instructional excellence and enhancing professional growth and development. Certificated administrators shall be evaluated on their ability to fairly and credibly evaluate other certificated staff.

Formal evaluations shall be made at least once a year. They shall be conducted

According to the following guidelines.

1. Evaluative criteria for each position shall be in written form and made available to the administrator prior to the evaluation cycle.

2. Evaluations shall be made by the person to whom the administrator is immediately responsible and signed by the BOE.

3. Results of evaluations shall be put in writing and shall be discussed with the administrator by the person who makes the evaluation.

4. The administrator being evaluated will have the right to attach a memorandum to the written evaluation.

5. All evaluation results shall be kept in confidential personnel files.

PURPOSE

The Certificated administrator evaluation process is designed to provide feedback to administrators regarding leadership strengths and areas for growth. The process is also one dimension in determining a continued administrative assignment by the superintendent of schools. The Certificated administrator evaluation is predicated on the effective schools research, which outlines principal characteristics that have been found to contribute to effective school leadership.

PROCESS

The Certificated administrator evaluation shall include the following elements:

Formative Planning

The school administrator and evaluator shall meet prior to the beginning of the school year to review the outcome of the prior year's evaluation and growth plan.

Expectations, resources and support systems will be identified to provide the administrator every opportunity for success.

Data Collection

Self-Directed Performance Documentation: The administrator may compile documentation relative to performance measures of the school. Measures may include, but are not limited to, all the categories of the job description and the evaluative instruments.

Direct Observation by Evaluator: The evaluator will provide the evaluated administrator with consistent, direct observational performance data throughout the school year in all areas of the job description and evaluation instrument. A minimum of two observations / conferences will be initiated by the evaluated administrator with the assigned evaluator.

Review of Documents for Planning and Performance Indicators: The evaluator will use, but is not limited to, Achievement Profile performance data as qualitative indicators of school leadership.

In formal Data / Anecdotal Records: The evaluator may file anecdotal information relative to the full range of formal and informal administrative leadership characteristics to be included in the evaluation process.

Summative / Formative Cycle

Each administrator, unless newly hired, shall be provided a summative review by the end of February of each year that has been reduced to writing with appropriate signatory indicating evaluated administrators review. The summative review shall initiate the formative evaluative process the succeeding school year.

Professional Growth Plan

Each administrator shall have a Professional Growth Plan developed subsequent to the completion of the summative report and to initiate the formative planning process.

Required Improvement Plan (optional)

In cases where significant improvement is needed, the building administrator may be placed on a Required Improvement Plan.

TIMELINES FOR EVALUATION

Principals shall be evaluated yearly. The formative process shall begin at the time where the summative process ends. (March) The written summative report and all Signatures must be filed by the March Board Meeting.

Administrators shall be notified by the March Board Meeting regarding the continuation of the administrative assignment.

Administrators shall be notified of continued administrative assignments consistent with the provisions of board policy.

DIMENSIONS OF PRINCIPAL BEHAVIOR GOALS: Effective Principals 

* Place achievement and student happiness first in their own priorities.

* Are exceptionally clear about their own short and long-term goals for students, centering on "the basics."

* Are prepared to focus the majority of their own energies and those of their staff toward solving achievement problems.

* Establish relationships with staff that are "task" rather than "human relations" oriented.

* Establish norms for risk-taking among staff.

* Aggressively seek support for the school and its program.

FACTORS: Within Classroom Behavior, Effective Principals 

* Are concerned with establishing clear priorities and emphases among objectives for instruction; are actively concerned about influencing instructional strategies and establishing and maintaining priority instructional behaviors over long periods.

* Are concerned about the availability of adequate materials and resources for the classrooms.

* Use program priorities as a criterion in making time allocation decisions.

* Attempt to influence the nature and degree of integration among program objective with and across programs and grades.

STRATEGIES: Effective Principals 

* Seek staff advice on important issues, encourage early participation in the decision making process and sustain the participation throughout the program.

* Frequently involve themselves directly in program activities during the star-up stage to acquire some personal experience in implementing the change.

* Provide a clear focus by giving high priority to teachers curriculum planning and encouraging teachers to spend large proportions of time in instruction.

* Publicly and clearly express their support of new practices related to program improvement.

* Monitor student progress closely; using their authority to prevent unwanted intrusions into high- priority school activities.

* Work directly with teachers and coaches to solve problems; facilitate within-school communication and often encourage interactions among teachers and coaches about professional issues.

FACTORS: School-wide, Effective Principals 

* Are concerned with staff competence (selection and placement) and devote time to staff organization and assignment.

* Use organizational arrangements that are best suited to meet students' needs.

* Seek to build the broadest possible sources of support for their program improvement efforts; emphasizing the goals of the school as a major focus on their communication with the community.

Elbert School District #200

Formal Evaluation

Principal

Name:______________________________
Date: _____________________________

School: _____________________________

Evaluation Scale:  1(Poor) to 5(Good)

A. Leadership

1. Develops an instructional delivery system, which reflects school goals and mission.

1     2     3     4     5

2. Monitors instructional progress with frequent observations and conferences with staff.


1     2     3     4     5

3. Utilizes accepted supervision and evaluation processes.


1     2     3     4     5

4. Holds high performance expectations for those with whom he/she works.


1     2     3     4     5

5. Communicates student performance expectations clearly.


1     2     3     4     5

6. Organizes a climate conducive to student academic/social progress.


1     2     3     4     5

7. Involved in curriculum development.


1     2     3     4     5

8. Maintains a program of research based curricular activities consistent with student/community needs.


1     2     3     4     5

9. Supports teachers in the implementation of standards-based classrooms.


1     2     3     4     5

10. Evaluates student performance and adjusts curriculum appropriately.


1     2     3     4     5

B. School Climate

1. Ensures that school rules are clearly communicated and firmly enforced.


1     2     3     4     5

2. Personally recognizes student and staff accomplishments.


1     2     3     4     5

3. Ensures a safe working/learning environment.


1     2     3     4     5

4. Maintains a physically inviting facility.


1     2     3     4     5

5. Assures a helpful and friendly building atmosphere.


1     2     3     4     5

6. Decisions are made in the best interest of the students.


1     2     3     4     5

7. Highly visible to staff, students, and patrons of the attendance area.


1     2     3     4     5

C. Interpersonal Skills

1. Uses problem-solving skills appropriately.


1     2     3     4     5

2. Models appropriate professional behavior.


1     2     3     4     5

3. Treats people with dignity and respect.


1     2     3     4     5

4. Takes individual interest in staff and students.


1     2     3     4     5

5. Is available for conferences with various publics.


1     2     3     4     5

6. Employs strategies for encouraging parents as partners in education.


1     2     3     4     5

7. Takes a proactive role to communicate and achieve school and district goals.


1     2     3     4     5

8. Communicates with the public using a variety of medias.


1     2     3     4     5

9. Actively listens to staff/students/community and responds appropriately.


1     2     3     4     5

10. Facilitates effective communication with and between buildings/departments.


1     2     3     4     5

11. Maintains confidentiality as it pertains to staff, students, and parents.


1     2     3     4     5

D. Resource Allocation/Management

1. In cooperation with staff prioritizes needs.


1     2     3     4     5

2. Assigns appropriate resources to priorities.


1     2     3     4     5

3. Develops and implements budget using input from staff and building accountability committee.


1     2     3     4     5

4. Effectively articulates staffing needs to district personnel.


1     2     3     4     5

5. Utilizes personnel appropriately based on student needs.


1     2     3     4     5

6. Maintains appropriate files and records.


1     2     3     4     5

E. Professional/Personal Growth

1. Implements professional development plan.


1     2     3     4     5

2. Facilitates staff development.


1     2     3     4     5

3. Facilitates professional growth of individual staff members.


1     2     3     4     5

4. Is a positive role model.


1     2     3     4     5

5. Maintains professional demeanor when dealing with staff/students/community.


1     2     3     4     5

6. Responds positively to criticism seeking positive solutions.


1     2     3     4     5

7. Keeps abreast of current educational issues and trends.


1     2     3     4     5

F. Professional Responsibilities

1. Follows administrative procedures, rules, and regulations.


1     2     3     4     5

2. Provides leadership in areas of district priorities.


1     2     3     4     5

3. Accepts and fulfills assigned responsibilities.


1     2     3     4     5

4. Follows Board of Education policies.


1     2     3     4     5

5. Contributes positively as an integral member of the district management team.


1     2     3     4     5

6. Maintains goals, procedures, and practices consistent with the district.


1     2     3     4     5

7. Supervises student reporting and provides written reports as required.


1     2     3     4     5

8. Evaluates staff in accordance with Board Policy.


1     2     3     4     5

9. Provides leadership to school accountability committee according to district/state guidelines.


1     2     3     4     5

Summative Evaluation Report

Principal

PRINCIPAL______________________________


Observations

        I                   II                 III                IV                V


Pre-Conference Dates
    _______      _______      _______      _______      ______


Observation Dates
    _______      _______      _______      _______      ______


Post-Conference Dates   _______      _______      _______      _______      ______


Other Data Sources:

Date of Summary Conferences:______________

SUMMARY EVALUATION REPORT       (Narrative)

Strengths:

Areas for Growth:

Areas Needing Improvement:

Is the administrator currently under a plan of remediation?  ___Yes ___No

Did a plan of remediation result from this evaluation? ___Yes ___No

Evaluatee's Signature________________________________        Date______________

Evaluator’s Signature________________________________        Date______________

Signature merely indicates familiarity, not necessarily agreement.

Adoption Date: February 28, 2006

