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I. Ferscnnel Fespongibilitioss
1. Implement and supervise board policies.
2 Evaluate and counsel all certificated and classified staff regarding
their individual and group per formance.
3. Assist in the recruiting, screening and make & recommendation of
hiring to the Superintendent with proper documentation.
o, Delaggate authority Yo responsible personnel to assume the role and
duties of the principal, when the Frincipal is absent,
9 Orient newly assigned staff members and assist as appropriate.
G, Conduct staff meetings to keap personnel informed.
7. Feap the Superintendent informed of the school’s activities and
preeaky ) ems .,
8. Evercise decisive leadership in crisis situations.
" Farticipate on Mentor selection committes, and make recommendaticons
to the Board of Trustees for acceptance.
10, Mordtor classroom aides’ job duties with respect to their categorical
funding source.
A Bubmit input into contract negotiations with Certificated and
Classi fied as requested by the Superintendent.
bd. Frovide proper documentation and forms to the District of fice book-
keeper for payroll and benefit information for all new employees and
@mplnyﬁpn that tvanfvr wlthlﬂ the district. ’
13. Tmplement and admlnimtratm-the diﬁtrict'm collectiv@ bargdifing
apreemnent . '
1. G el Pw%munu1b111L1a
1. up@rvxgw th@ rrhun}’a adu%at;ﬁﬁal
.,p@“ialwgduratxmm,7h1m11hqua1 pduf S
.-L}g;@r%g‘ e e Cuk ,
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Bupervise categorical programs to ensure compliance with state and
Tadaeral regulations.

Cowordinate bilingual education activities at the school site.
Supervise all personnel working wnder consolidated projects.
Coordinate standardized testing at the school site.

Coordinate and serve on the SBohool Site Council.

11, Actively engage in professional growth to include professional
literature, special education workshops, corrlcalum meetings,
vigsitations and workshops.

12. Farticipate in the selection of textbooks, library books, and
obther instructional supplies and equipment.

13, Participate on Student Study Teams to determine the most switable
aducational placement of students with special needs.

1 Asslist in the selection and review process of core and supplemental
ingtructional materials.

1%, Feview and approve field brips and insuwre that all trips are

appropridgte and in compliance with the District Field trip policy.

Srhoel - Comnunity Business Fesponsibilities:

Frepare suwch reports as may be reguired.

Establish and maintain favorable relationships with local comeunity
groups and dindividuals to foster understanding and support for aver-—
all sohool ebjectives and programs.

Farticipate in principal’s meetings, and support for and support
all school objectives and preograms.

Fublish school newsletters to keep parents and community informed
of sehool events and activities.

Be responsible for all official school corvespondence and news
veloasea,

Be responsible for project budpets.

Make recommendations to the Superintendent with regard to budget
matters concerning instructional materials and programs.

Bubmit, as needed, requests for instruactional supplies, equipment,
furniture and textbooks.

Assist din the resclubtions of problems which develop between site
personnel , parents, students and transportation department.

Coordinate bus evaouation drills with transportation department.
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Coordinate, supervise, and evaluate the school’s extra-curricular
P DL @S .

Doovrdinate the School Improvement Program (SIF) through the School

Bite Downcil,

Assi st the Assistant Superintendent in the following areas as nesded:
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Bohool Site — Facility Responsibilities:

Assume the responsibilities for the safety and administration of the
gobrool plant.

Flan and supervise fire drills and an emergency preparedness program.

Be responsible for outlining the summer custodial-maintenance program
fovr all classified staff.

Frovide Tor adequate inventories of school property and for the
security and accountability for that property.

Frepare and submit the school's budgetary requests and monitor the
gupenditure of funds,

Syl

Establish and maintain and effective learning envivonment in the
s bl .

Asasumne responsibility for student attendance, bebavior, and health of
stuwdents, and maintabin appropriate records of same,

Maintain high standards of student conduct and enforce discipline
QB MECESEArY,



