Principal’s District Office Task Chart

Daily

•  Check email
Weekly
•  Email summary of week’s activities & your personal next week’s schedule  to Randy

•  Review & sign substitute & leave report – all staff are to be reported if not in building*.
•  Forward receipts for all credit purchases to the district office. ($250 limit w/o authorization)
•  Review & sign classified staff time cards

Monthly
•  Send a copy of all staff meeting agendas or meeting notes to Randy
•  Review Activity Accounting - Fund balances / Daily Ledger detail (sign or initial) Rotate monthly reconciliation of accounts between two staff members
•  Complete & Review Hours of attendance log (sign or initial)

As Needed
•  Public Relations events and press releases (Website and newspaper)
•  Send copy of all suspension and truancy letters to DO

•  Maintain all discipline documentation in PowerSchool

Board Agenda (Monthly)
•  Site Council Minutes (5 meetings minimum)

•  Newsletters / Calendars (changes / additions)

•  Athletic Director’s report (written) (NHS & NJH) by Wednesday prior to meeting (Prepare 5 min. of oral highlights)
•  Building report (written) by Wednesday prior to meeting  (Prepare 5 min. of oral highlights)
•  BOE action items to be prepared and coordinated with superintendent at least two weeks prior to meeting.

July
•  Check mail at least a couple of times

August

•  Send names of new site council members to BOE for approval

•  New Staff Orientation & mentors assigned (report to DO)
•  Building meetings

•  Check on assignments to District Curriculum Council and Subject area committies
•  Review coaching handbook with coaches (NHS & NJH)
•  Review evaluation procedure and criteria with all staff and schedule evaluations & observations (Superintendent will provide list)
September
•  Principal’s Building report submitted to KSDE by end of month

•  Update the Kansas Board of Regents (KBOR) Qualified Admissions curriculum database (NHS)

•  Send names of QPA external assistance team to BOE for approval

October
•  Plan Parent Teacher conferences
•  Supplemental duty assignments for the spring are submitted.

November
•  Submit negotiations items for consideration to superintendent
•  Submit 60 day certified evaluations to DO

•  Next years FB / XC / VB  Schedule to District Office (NHS / NJH)
December
•  Submit written report to DO of school improvement activities for 1st semester (Include  conclusions the building staff have drawn from the data and a description of how the activities address the SIP objectives)

•  Submit Capital Outlay (Major Maintenance / Remodeling) requests

January
•  Send Activity Accounting (NHS / NJH/NES) Activity detail report (signed or initialed) For audit by DO staff.

February
•  Submit annual certified evaluations to DO

March
•  Submit 60 day certified evaluations to DO

•  Next years BB / TR / Bsb / SB Schedule to District Office
•  Submit next year’s class schedule to BOE for approval (NHS / NJH)

April
•  Complete pre-enrollment process for next year. (NHS)
•  Supplemental Duty assignments submitted for approval (Fall & Winter next year)
•  Submit classified staff evaluations to DO

•  Submit summer school plan to DO for approval (NES)

•  Next year's student handbooks submitted for first reading  (by Wednesday before April BOE meeting)

May
•  Textbook Adoptions made (approved by District Curriculum Council)
•  Next year’s Student Handbooks presented for final approval

•  Title I / At-Risk Data from NHS, NJH & NES in PowerSchool system
•  Submit list of committees and meeting attendance to DO

June
•  QPA report submitted to KSDE before checking out

•  NCLB Discipline Report submitted to KSDE before checking out

•  AYP Checklist complete before checking out

•  Vocational Education (CaTE) Report submitted (NHS) (Copy to DO)
•  Submit written report to District Office of school improvement activities for 2nd semester (Include description of how the activities address the SIP objectives)
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