North County Joint Union School District
500 Spring Grove Road
Hollister, CA 95023

ADMINISTRATIVE POSITION

JOBTITLE: SUPERINTENDENT/PRINCIPAL

DESCRIPTION OF BASIC FUNCTIONS AND RESPONSIBILITIES:

The Superintendent is directly responsible to the Board of Trustees. He/She is the chief
executive officer of the district and is responsible for the implementation of all policies
established by the Board. The superintendent has the authority to direct and supervise the
activities of all District employees, programs, and functions to insure the effective
administration of all District programs. The Principal is directly responsible for the
administration of Spring Grove School. His/her primary responsibility is to provide
effective leadership to the educational program.

EXAMPLES OF DUTIES

1.

2.

The Superintendent is the Chief Administrative Officer of the district.

The Superintendent shall act as secretary to the Board of Trustees, attend meetings and
execute legal documents approved by the Board.

. In cases not specifically covered by Board policies, the Superintendent shall take

appropriate action and report such action to the Board not later than the next Board
meeting.

. The superintendent shall review and make appropriate recommendations for

board policies and administrative regulations.

. The Superintendent shall establish such regulations and give such instructions to

school employees as may be necessary to make the policies of the Board effective.
Such delegation and assignments, however, shall not relieve the Superintendent of
final responsibility for actions of subordinates.

. The Superintendent shall be responsible for the financial operation of the district.

He/she shall direct the preparation of an annual budget for approval by the Board of
Trustees and provide for the legal expenditures of funds in accordance with the budget
as adopted. He/She shall maintain adequate control of, and shall account for, all funds
under the jurisdiction of the Board of Trustees preparing and submitting the district
budget to the Board for the ensuing fiscal year. He/she shall revise and take any other
action concerning the budget as the Board may designate.
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11.

12.

13.

14.

15.

16.

. The Superintendent shall submit quarterly financial and budgetary reports to the

Governing Board. The report shall include outstanding obligations incurred by the
school district. (Education Code 35035)

. In accordance with policies of the Board, the Superintendent shall have power within

the limits of major appropriations approved by the board to approve and direct all
purchases and expenditures.

. The Superintendent shall advise the Board of sources of funds that might be available

to implement present or contemplated District programs.

. The Superintendent shall have the power to enter into any contracts on behalf of the
Governing board (Education Code 35035). The governing board shall delegate this
power to the Superintendent by a majority vote. (Education Code 39656)

Within budget appropriations and travel policy set by the Board, the superintendent is
authorized to approve travel expenses for employees on official business.

The Superintendent shall be personally liable for any district monies paid out as a
result of his/her misconduct in relation to any contracts made. (Education Code
39656)

The Superintendent shall oversee the Human Resources functions of the District and
formulate and recommend, for the consideration of the Board, personnel policies
needed for efficient functioning of the district staff. He or she participates in the
screening, selection and placement of all new staff members. Ensures newly assigned
staff members are oriented and assists in their development.

The Superintendent shall determine whether certificated employees have a valid
certificate as required by law. (Education Code 35035)

The Superintendent shall assign and supervise all personnel within the

district subject to Board approval. The Superintendent shall recommend to the Board
of Trustees for their approval the employment, appointment and transfer and
dismissal of all personnel.

The Superintendent shall be responsible for the evaluation and supervision of each
staff member and report his/her findings to the Board.
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17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

The Superintendent shall be responsible for over sight of the District Special
Education services and programs.

The Superintendent shall be responsible for oversight of the District’s facilities and
operations.

The Superintendent is responsible for the development and implementation of a plan
for maintenance, improvement or expansion of building and site facilities.

The Superintendent shall provide professional leadership for the education program
of the district. He/she shall formulate educationally sound policies and present them
to the Board for consideration. The Superintendent shall regularly report to the Board
on all aspects of the district’s education program.

The Superintendent shall recommend to the Governing board a student’s suspension
or expulsion under the appropriate circumstances. (Education Code 48900).

The Superintendent shall submit a school calendar for the ensuing school year to the
Board for approval.

The Superintendent assumes responsibility for those duties specified in Education
Code Section 35250 relating to records and reports.

The Superintendent shall endeavor to maintain and improve his/her professional
competence by all available means.

The Superintendent shall establish and maintain positive community, staff, and Board
relations.

The Superintendent serves as liaison to the Board with respect to all matters of
employer-employee relations and makes recommendations to the Board concerning
those matters. The Superintendent shall serve as the chief negotiator for certificated,
classified and unrepresented negotiations.

The Superintendent shall recommend to the Board goals and objectives for the
District.

The Superintendent shall promote professional growth among certificated personnel,
provide leadership for community participation in, and understanding of the
instructional program, and participate actively in movements to improve the public
school system.
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29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

45.

The Superintendent implements school board policy, collective bargaining
agreements, state statues, and federal regulations as they pertain to the district.

The Superintendent assumes responsibility for all official District correspondence and
news releases

The Superintendent shall administer and supervise State and Federal categorical
programs.

The Superintendent shall establish a curriculum counsel and ensure proper curriculum
materials including textbooks are standards-based and have been approved by the
Board of Trustees.

The Superintendent shall oversee the school improvement process.

The Superintendent shall prepare long-range plans for deferred maintenance
and property acquisition and disposal

The Superintendent supervises the maintenance of all district facilities and
grounds

The Superintendent establishes standards for effective maintenance, grounds
and custodial services

The Superintendent analyzes department needs and prepares recommendations
The Superintendent schedules, assigns and evaluates assigned personnel

The Superintendent supports energy conservation throughout the District

The Superintendent implements and enforces safety programs

The Superintendent prepares long range facilities plans and maintenance needs

The Superintendent develops, supervises and manages District’s technology
program

The Superintendent administers the District’s building and facilities programs

The Superintendent oversees the use of facilities by District, community groups
and individuals

The Superintendent develops and updates the facility Master Plan
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46.

47.

48.

49,

50.

51.

52.

53.

54,

55.

56.

S7.

58.

59.

60.

61.

The Superintendent works with architects, building inspectors, administration,
public agencies, and contractors on the design, construction or alteration of
school buildings, playing fields and landscaped areas

The Superintendent coordinates evacuation drill schedule with administrators
on an annual basis

The Superintendent oversees contractors performing facilities work

The Superintendent attends and is a member of all JPAs

The Superintendent supervises custodial, maintenance and groundsworker staff
The Superintendent manages the transportation program including ensuring the
District’s Transportation Services program is in conformance with Federal,

State, and local regulations and school district policies

The Superintendent recommends bus routes/stops and modifications; oversees
daily bus report

The Superintendent maintains District-wide transportation records

The Superintendent monitors and responds to District radio communication
network

The Superintendent Develops and updates prescribed driver checklists for
inspecting vehicles to maintain safe operation conditions

The Superintendent serves as the contact for inquiries concerning transportation
service matters.

The Superintendent supervises bus drivers

The Superintendent manages the food services program

The Superintendent oversees the daily operations of the cafeteria program
The Superintendent monitors State and Federal reimbursements

The Superintendent Supervises food service personnel
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34- 62. The Principal administers school operations in accordance with Federal, State and
District policies and regulations.

35: 63. The Principal oversees the District’s Beginning Teacher and Support and
Assessment program and supports teachers who are working on credential
requirements.

36- 64. The Principal oversees the Pre-School Program.
37 65. The Principal develops the master schedule, school schedule and coordinates the
grade placement and grouping of students, oversees and is a member of the

retention committee.

38: 66. The Principal supervises and gives leadership to the process of improvement and
proposed changes in school curriculum.

39: 67. The Principal conducts conferences with students, parents, and teachers as
needed.

41 68. The Principal works with groups such as the Student Study Team, School Site
Council, Parent Teacher Organization, explaining, defining and interpreting school
needs.

42. 69. The Principal coordinates and oversees field trips.

&

70. The Principal coordinates and oversees Section 504 Plans.

44. 71. The Principal recommends curriculum adjustments to meet the special learning
needs of individual students.

45. 72. The Principal coordinates, oversees and supervises campus volunteers, substitute
teachers and yard duty assignments and personnel.

46. 73. The Principal coordinates and oversees the attendance program, including
attendance tracking, enrollment and truancy.

47. 74. The Principal coordinates and supervises the student activities program including
but not limited to athletics, student government, seventh grade activities, winter
program and dances.

48. 75. The Principal maintains a high standard of morale for staff and students.
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49. 76. The Principal establishes guidelines for proper student conduct and implements
disciplinary procedures and policies that ensure a safe and orderly environment.
Encourages staff and student participation in the development and execution of
school rules, policies, and procedures.

50. 77. The Principal recommends and carries out in-service programs for certificated
staff.

5%. 78. The Principal prepares reports and correspondence and maintains records as
required. Assumes responsibility for all official school correspondence and news
releases. Supervises the preparation and maintenance of accurate and timely reports
and records.

52. 79. The Principal visits and observes classes regularly; prepares certificated
evaluation reports. Schedules conferences with teachers and offers prescriptive
comments and suggestions to improve instruction; recommends re-employment or
discharge.

&

. 80. The Principal assists teachers in improving their teaching techniques.

54. 81. The Principal develops positive school/community relations and serves as a
liaison between the school and community.

55. 82. The Principal develops, implements, and assesses the instructional programs at
the school.

56. 83. The Principal conducts staff meetings to discuss policy changes, instructional
programs, potential problems, and resolutions of existing problems.

57. 84. The Principal maintains visibility and accessibility on the school campus.

58: 85. The Principal implements Board policy, collective bargaining agreements, state
statues, and federal regulations.

59: 86. The Principal manages program budgets, textbooks, requisitions, purchases, and
allocation of instructional supplies, materials and equipment.

60. 87. The Principal oversees Interdistrict Transfers.
61. 88. The Principal oversees the District Curriculum Council.

62. 89. The Principal is responsible for Textbook Adoption.
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63: 90. The Superintendent/Principal performs other duties as required.

Legal Reference:

Education code 35026 — Employment of District superintendent
35035 — Additional Powers and Duties of Superintendent
35250- Duty to Keep Certain Records and Reports

QUALIFICATIONS:

Education and Experience

California Administrative Credential authorizing service in a K-8 setting.
Knowledge of various Instructional Methodologies and Differentiated Instruction.
Excellent communication skills.

Demonstrated ability to work cooperatively with administration, staff and
community.

Demonstrated organizational ability.

Classroom teaching experience.

Demonstrated successful experience in increasingly more responsible positions.
Possess excellent oral, written and interpersonal communication skills to
communicate with students, parents, faculty and administrative staff.

Ability to maintain confidentiality per District policy and state and federal
requirements.

Physical Demands of Position:

1.

2.

"“090.\‘.@.0":“

Ability to stand, sit, walk, twist, stop, crouch, climb, kneel, bend over, grasp,
reach overhead, push, and pull.

Ability to see for the purposes of reading computer screens, hand held computers
or cell phone screens, manuals, labels and printed matter.

Ability to stand/walk for extended periods of time, sometime on a variety of
surfaces that may be uneven.

Ability to hear and understand speech at normal levels

Ability to communicate so others will be able to clearly understand normal conversation
Ability to lift 60 pounds

Ability to carry 60 pounds

Ability to operate office equipment

Ability to reach in all directions

O Ability to perform fine motor coordination
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Work Environment:

Inside and outside school environment

Work under pressure of deadlines and time constraints
Ability to maintain emotional control under stress
Ability to cover other work stations

Ability to deal with interruptions

Ability to deal with both adults and adolescents

Work Hazards:

Subject to exposure of communicable or infectious diseases

Tasks may be performed with exposure to adverse environmental conditions such
as dirt, dust, pollen, odors, wetness, humidity, rain, temperature, and noise
extremes, traffic hazards, violence, disease or pathogenic substances

Board North County Joint Union School District
Approved: 4/29/2010 Hollister, CA



