
ELEMENTARY PRINCIPALPRIVATE 

QUALIFICATIONS:

1.
Valid Oklahoma Principal’s Certificate.





2.
TLE Training and Certification required

REPORTS TO:

Superintendent of Schools

JOB GOAL:


To use leadership, supervisory, and administrative skills to promote the educational development of each student; to improve student achievement. 

PERFORMANCE RESPONSIBILITIES:

 1.
Establish and maintain an effective learning climate in the school.

 2.
Initiate, design, and implement programs to meet specific needs of the school.

 3.
Plan, organize, and direct implementation of all school activities.

 4.
Keep the superintendent informed of the school's activities and problems.

 5.
Prepare and submit the school's budgetary requests, and monitor expenditures of funds.

 6.
Supervise the maintenance of all required building records and reports.

 7.
Prepare and/or supervise the preparation of reports, records, lists, and all other paperwork required or appropriate to the school's administration.

 8.
Work with all members of the central administrative staff on school problems.

 9.
Keep the Directors informed of events and activities of an unusual nature as well as routine matters related to the Director’s area of accountability.

10.
Assume responsibility for the implementation and observance of all Board policies and regulations by the school's staff and students.

11.
Maintain open communication with students and parents and staff.

12.
Lead in the continuing development and implementation of the aligned curriculum, determination of appropriateness, and monitoring of the instructional program.

13.
Supervise the guidance program to enhance individual student and group education and development.

14. Maintain high standards of student conduct and discipline.

15.
Attend special events held to recognize student achievement, and attend school sponsored activities, functions, and athletic events.

16.
Maintain and control the various activity funds generated by student activities.

17.
Supervise the maintenance of accurate records on the progress and attendance of students.

18.
Assume responsibility for the attendance, conduct, and maintenance of health of each student.

19.
Assume responsibility for professional growth and development through membership and participation in professional organizations.  Keeping abreast of changes and developments in the profession.

20.
Supervise all professional, paraprofessional, administrative, and non-professional personnel attached to the school.

21.
Participate in the selection and supervision of all school building personnel.

22.
New staff members will be assigned a mentor to assist in their development.

23.
Evaluate and counsel all staff members regarding their individual and group performance.

24. Conduct meetings of the staff as necessary for the proper functioning of the school.

25. Assist in the in-service orientation of all staff.

26.
Recommend according to established procedures, the removal of a staff member whose work is unsatisfactory.

27.
Assume responsibility for the safety and administration of the school plant.

28.
Supervise the daily use of the school facilities for both academic and nonacademic purposes.

29.
Plan, supervise, and document fire drills and other emergency preparedness programs.

30.
Assert leadership in times of civil disobedience in school in accordance with established Board policy.

31.
Provide for adequate inventories of property under site jurisdiction and for the security and accountability of that property.

32.
Supervise all activities and programs that are extensions of the school's curriculum.

33.
Supervise and evaluate the school's extracurricular programs.

34.
Attend all principals' meetings, board meetings, and such other meetings unless excused by the superintendent.

35.
Serve as an ex officio member of all committees and councils within his school.

36.
Assume responsibility for all official school correspondence and news releases.

37.     Respond to written and oral requests for information as appropriate.

38.      Serve as a member of such committee and attend such meetings as directed to by      the superintendent.

39.
Delegate authority to responsible personnel to assume responsibility for the school in the absence of the principal.

40.
Submit all reports on time.

41.
Other concerns or duties deemed necessary by the Superintendent or designee.

TERMS OF EMPLOYMENT:
Minimum 212-day contract.  Salary and work year to be established by the Board.

EVALUATION:


Performance of this job will be evaluated annually.

Reviewed and agreed to by: __________________________ Date: ____________

05/13/2013


