Santa Fe Trail Building 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
Superintendent of Schools

JOB GOAL  
The Building Principal shall provide leadership 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. Establishes and maintains an effective learning climate in the school.

2. Schedules classes in accordance with building and district needs.

3. Supervises the guidance program to enhance individual student education and development.

4. Establishes guidelines for proper student conduct and maintaining student discipline.

5. Supervision Responsibilities:

a.    Teachers and other professional staff assigned to the building.

b. In cooperation with the appropriate support services supervisor, coordinates or supervises such support services as maintenance transportation, food services, financial and accounting functions, secretarial services, and the use of instructional aides.

6. Plans organize and direct implementation of school activities.
7. Assumes responsibility for the development, implementation, and evaluation of the curriculum in cooperation with the curriculum coordinator and superintendent

8. Acts as liaison between the school and the community, interpreting activities and policies of the school and encouraging community participation in school life.

9. Orients newly assigned staff members and assists in their development, as appropriate.

10. Coordinates the special education program in cooperation with the director of the Three Lakes Special Education Cooperative.

11. Evaluates according to board policy the performance of the personnel under his/her supervision.

12. Prepares or supervises the preparation of reports, records, lists, budgets, and all other paperwork required or appropriate to the school’s administration.

13. Cooperates with college and university officials regarding teacher training and preparation.

14. In cooperation with district office personnel, monitors expenditures of building funds.

15. Assumes supervision for all school-sponsored activities, functions, and athletic events where applicable.

16. Keeps abreast of current educational research, trends, and developments as they pertain to the total educational program.

17. Make recommendations in the hiring, training, and assigning of school staff.

18. Supervises the instructional staff in the development and implementation curriculum and student activities.

19. Develop and implement methods for evaluating student progress toward stated educational objectives.

20. Serves as a member of those committees designated by the Board or Superintendent of Schools

21. To perform such other responsibilities as directed by the Superintendent or Board of Education, or as described in Board policy.

22. Prepare and implement plans for emergency procedures as required.

23. Maintain high standards of student conduct and enforces discipline as necessary, according to due process to the rights of students.

EVALUATION
The performance of this job will be evaluated by the Superintendent 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 Building 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.

