Principal Job Description
Task I: Instructional Leadership

A. Establishes and implements clear instructional goals and specific achievement objectives for the school.

1. Involves teachers in developing and implementing school instructional goals and objectives.

2. Insures that school and classroom activities are consistent with school instructional goals and objectives.

3. Evaluates progress toward instructional goals and objectives and makes needed adjustments.

B. Plans, implements, and evaluates instructional programs, including learning objectives and instructional strategies for the school.

1. Works with the teachers to plan, modify and implement the instructional program consistent with the students needs.

2. Bases instructional program development on sound research and practice.

3. Develops and/or uses appropriate procedures and criteria for evaluating the instructional program.

C. Provides a purposeful school environment conducive to learning.
1. Establishes high expectations for student achievement which are directly communicated to students and teachers.

2. Supports social and intellectual activities to benefit quality school programs.

3. Establishes, implements and evaluates with teachers and students (as appropriate) procedures and codes for handling and correcting discipline problems.

Task II:  Organizational Management

A. Develops and implements administrative procedures consistent with federal law, state school law, state board of education and local school board policy.

1. Establishes, implements and maintains legal and workable administrative procedures.

2. Applies administrative procedures equitably and consistently.

3. Seeks and enforces board policies, and school rules and regulations when making decisions and/or recommendations.

B. Performs delegated management duties related to school fiscal operations, inventories, school plant facilities and equipment and keeps records within established guidelines.
1. Develops and/or implements a system of reporting, record-keeping, written communication and accounting.

2. Insures the accuracy and promptness of reports and records.

3. Arranges the use of shared equipment and facilities to benefit the school program.

4. Establishes and/or implements procedures to improve, modify, and/or make repairs of school plant facilities and equipment.

5. Establishes and/or maintains safety and security arrangements for school plant facilities and equipment.

6. Administers school budget(s) in accordance with system regulations and board policies and legal requirements.

C. Conducts an effective school program of utilization, induction and evaluation of teachers and staff members.
1. Reviews and determines the utilization of personnel based on their capabilities and contributions and staffing needs as determined by school goals and objectives.

2. Provides appropriate orientation and induction programs for teachers and staff members.

3. Establishes individual professional growth plans with teachers based on evaluation results.

Task III:  Communication Skills
A. Develops and utilizes communication channels within the community.

1. Uses various means of communication in effectively interpreting school policies, goals, achievements and needs to patrons and the lay public.

2. Cooperates with community, health and welfare and juvenile authorities in promoting the best interests of children and youth.

3. Encourages involvement of patron groups in community-related problems and programs.

4. Provides meaningful information to parents regarding student progress.

5. Is receptive to inquiries from patrons regarding the school program.

6. Exhibits ethical and professional behavior in relationships with the community.

B. Demonstrates respect for and works supportively with teachers and staff.
1. Receives and considers opinions, beliefs, and concerns of others in a positive manner.

2. Establishes regular communication mechanisms with students and staff.

3. Communicates results and solutions to problems and concerns.

Task IV:  Promotes Positive Growth and Behavior of Students

A. Develops and establishes an effective student management program.

1. Provides a purposeful school environment conducive to learning.

2. Respects the rights of students and accepts the dignity and worth of each student.

3. Promotes and maintains discipline in his/her building.

4. Involves students in developing school policies, rules and regulations, when appropriate.
