Santa Fe Trail Assistant Principal

Job Description (Draft)

QUALIFICATIONS:
Has a current Kansas certification appropriate for the administration of assigned building(s).

Meets any other requirements set forth by state and/or local policies.

RESPONSIBLE TO
Building Principal
JOB GOAL  

The Assistant Principal shall provide shall share in the administrative duties as directed in planning, organizing, directing, evaluating and coordinating the school program.
PERFORMANCE RESPONSIBILITIES:
In order to fulfill the duties as the Assistant Principal of Santa Fe Trail High School, the successful person will . . .

1. Assist in providing leadership in personnel management functions
2. Share the supervision of all school activities with the Building Principal
3. Assist in the coordination, scheduling, and, administration of student activity programs of the building

4. Be actively involved with student services through the guidance department, the special education department, vocational education and any alternative education programs
5. Demonstrate leadership with the Building Principal in the personnel management functions for all classified employees

6. Support for the staff development programs for the professional staff of the building

7. Maintain required materials and equipment inventory for all instructional and activity programs

8. Provide assistance in the coordination and scheduling in building use activities of the school
9. Provide instructional leadership as directed by the senior administrator of the building
10. Serve as directed on any curriculum study committee, the district’s technology committee, the professional development council and other committee work as deemed necessary by the Building Principal or Superintendent of Schools
11. Be involved in the school improvement process and plans of the building

12. Co-manage the student discipline program of school and participate collaboratively with the Building Principal and professional staff in an on-going review of student discipline procedures

13. Perform all functions as the building attendance officer when necessary.
14. Share in the general supervision responsibilities of school

15. Assist the Building Principal in the following functions, school site council activities, enrollment and orientation activities (including the coordination of freshman orientation), parent education, school volunteers’ activities, and other functions assigned.
16. Complete tasks as assigned by the Building Principal of the school or the Superintendent of Schools 

EVALUATION
The performance of this job will be evaluated by the Building Principal in accordance with the provisions of the U.S.D. No. 434 Board of Education policies and the state law on “Evaluation of Professional Personnel”.

TERMS OF EMPLOYMENT
The Assistant Principal shall complete a twelve-month contract with applicable vacation times as provided in the board of education policy. All school vacations will be observed as well as designated holidays established by the Board.  Salary and benefits shall be set according to qualifications and experience.

