QUALIFICATIONS AND DUTIES OF PRINCIPAL

(JOB DESCRIPTION)
GCAB-R-1

TITLE:


Principal

QUALIFICATIONS:
      
1.  Colorado Type D, School Administrator endorsed

     
“School Principal”

REPORTS TO:

Superintendent of Schools

SUPERVISES:

1.  All staff assigned to the school

2.  Other resource and service personnel while

      functioning in assigned school

JOB GOAL:


To provide leadership in developing and maintaining the best possible building educational programs and services.

PERFORMANCE RESPONSIBILITIES:

To develop and implement a plan of action for accomplishing the following duties and responsibilities:

1.  Establish and reinforce school regulations within the boundaries of district policies.  Provide for a safe and orderly environment.

2.  Participate in the selection of school personnel and supervise assignment, evaluation and in-service training.

3.  Lead in the development, determination of appropriateness and monitoring of the 

instructional program.

4.  Organize and administer the school’s public relations program.

5.  Supervise the daily use of the school facilities for both academic and non-academic purposes.

6.  Provide for adequate inventories of property under his/her jurisdiction and for the security of and accountability for that property.

7.  Be responsible for the development of the master teaching schedule for special assignments.
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8.  Supervise the maintenance of all required records and reports.

9.  Maintain active relationship with students, teachers and parents.

10. Ensure there is supervision for all activities and programs that are outgrowths of the school curricula.

11. Be responsible for some official school correspondence and news releases.


12.  Be an ex-officio member on all school councils and committees.

13. Provide personal and professional self-renewal through in-service work.

14.  Attend meetings required by district superintendent.

15. Keep superintendent informed of events/activities of an unusual nature, i.e. racial confrontations, bomb threats, fire, vandalism, visits by dignitaries, as well as routine matters related to superintendents’s accountability.  

16. Respond to written and oral requests for information.

17. Report to superintendent the principal’s absences for illness and for planned

absences of one day or longer for both professional and personal reasons.

18. Evaluate certified employees according to board policy and procedures to improve employee performance.

19. Provide leadership in establishing, communicating, and implementing the mission and vision for the school and community, and communicating it to constituents

20. Review and evaluate the entire curriculum: PreK - 12, (annual review to determine the year’s focus).

21. Review and evaluate any off-campus course work for students needing special

help or course work, or students who are able to function at the post-secondary

level of education (as necessary).

22. Complete curriculum review each year.

23. Serve as district assessment coordinator for the state and standardized testing.
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24. Perform any other duties as assigned by the superintendent.
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TERMS OF EMPLOYMENT:

Eleven month year, salary and work year established by the superintendent of schools in accordance with policy of the Board of Education.

EVALUATION:

Performance of this job to be evaluated by the superintendent of schools in accordance with policies of the Board of Education.

Adopted: 08/28/2003
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