
 Posi�on Title: Principal,High School 

 JOB DESCRIPTION 
 Department: Administra�ve 
 Reports To: Director of Secondary Schools 
 Supervises: Assistant Principal, Licensed and Classified Staff 

 SUMMARY:  Directs and administers all school opera�ons and ac�vi�es of a middle school including instruc�onal 
 programs, support services, facility and ground opera�ons, custodial/maintenance, student ac�vi�es and athle�cs, 
 and community rela�ons ac�vi�es. Main func�on is to serve as the building Educa�onal Leader guiding all licensed 
 staff to improve teaching and learning u�lizing improvement science methodologies. 

 1.  Responsibili�es: 

 1.01  Plans, develops, and supervises the instruc�onal programs of the school within the policies, 
 guidelines, rules, and regula�ons of the School Board, Superintendents, State Board of Educa�on, and state 
 and federal regula�ons, including curriculum and teaching materials and methods. 

 1.02  Maintains an emo�onally healthy and physically safe environment conducive to the total 
 educa�onal development of the students. Maintains effec�ve student discipline. Provides plans for 
 emergency situa�ons. 

 1.03  Makes staff assignments; selects, recommends hiring and termina�on, renewal or nonrenewal of 
 contracts for licensed staff, and recommends salary and employment status for classified staff. 

 1.04  Maintains con�nuous two-way communica�ons with parents and community groups to ensure a 
 be�er understanding of school programs, ac�vi�es, goals, objec�ves, and school and community needs and 
 desires. Represents the school at a variety of community func�ons. 

 1.05  Directs and supervises in conjunc�on with the Maintenance Manager all school support services 
 such as custodial services and physical plant opera�ons; and facility and ground repair, maintenance, and 
 altera�ons. 

 1.06  Administers and provides supervision for all student ac�vi�es, including extracurricular ac�vi�es 
 such as student government, evening drama and music group performances, athle�c events, etc. 

 1.07  Prepares and recommends capital and opera�ng budgets for the school, establishes and maintains 
 fiscal records, and controls expenditures within approved budgets. 

 1.08  Establishes and maintains student personnel and staff evalua�on records, and counsels and advises 
 students, staff, and parents on personnel related ma�ers as appropriate. 

 1.09  Coordinates evalua�on of all building staff and of building staff development ac�vi�es. Assures 
 professional development of staff. 
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 1.10  Maintains effec�ve communica�on with the District through planning and informa�onal mee�ngs. 

 1.11  Performs other related du�es as assigned. 

 1.12  Supports inclusion - to the least restric�ve environment possible - of students with disabili�es in the 
 tradi�onal classroom se�ng. Facilitates systems to coordinate faithful implementa�on of student 
 accommoda�ons between the classroom teachers, learning specialists, and paraeducators. 

 1.13  Leads Professional Learning Communi�es. Provides evidence-based feedback during PLC mee�ngs, 
 on PLC agendas, and during PLC rounding about the team’s prac�ce of the PLC. Fosters the environment for 
 collec�ve-efficacy to grow in capacity. 

 2.  Major Planning Requirements: 

 2.01  Develops plans to ensure that instruc�onal programs result in educa�onal progress in all curriculum 
 areas at all grade levels consistent with established guidelines, goals, and objec�ves. Designs a master 
 schedule that a) promotes Response to Interven�on systems, b) ensures all students have access to core 
 and elec�ve sec�ons, and c) expects - and protects - �me for staff to collaborate about student learning. 

 2.02  Develops plans to meet special needs of students and the community, and to u�lize special 
 resources available from within the District school system and the community. 

 3.  Key Rela�onships: 

 3.01  Director of Secondary Schools: Reports directly to this posi�on. Director of Secondary Schools 
 evaluates all secondary-level principals. 

 3.02  School administra�ve staff, licensed staff, and classified staff: Supervises and evaluates these 
 posi�ons. 

 3.03  Director of Secondary Schools: Calls on director for assistance in selec�on of instruc�onal materials 
 and in selec�on, assessment, and evalua�on of staff. 

 3.04  Director, Student Services: Calls on director and staff for services in the development of programs to 
 meet the needs of students served by Special Educa�on. 

 3.05  Human Resources Coordinator: Calls on Coordinator for personnel-related services and individual 
 personnel ma�ers. 

 3.06  District Administrators: Works collabora�vely with and keeps them informed on progress of 
 educa�onal and student programs. 

 3.07  Parents and Community Groups and Organiza�ons: Keeps them informed on the school goals, 
 objec�ves, programs, and ac�vi�es. Calls on them for advice and counsel on community needs, and calls on 
 them for volunteer services and special community resources. 

 3.08  District School Board: Meets with them when requested. 

 4.  Minimum Qualifica�ons: 

 4.01  Master's degree. 
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 4.02  Two years of administra�ve experience. 

 4.03  License: Valid, current Oregon Administra�ve License 

 5.  Term of Employment:  12 months. (1-year renewable  contracts for the first three years during the proba�onary 
 period.) 

 6.  Salary Level:  Pursuant to the Administra�ve Salary  Schedule approved by the Board of Directors. 

 7.  Working Condi�ons:  The posi�on generally works  in a climate controlled school/office environment with minimal 
 noise intensity levels. Frequent travel to district and non-district loca�ons for mee�ngs, and ac�vi�es, that may 
 occur in the evening or on weekends. High level of contact with district personnel, students, parents, and outside 
 agencies/community. 

 8.  Physical Requirements:  Frequent reaching, handling,  talking, walking, and hearing. Mobility to work in a typical 
 office se�ng and use standard office equipment, stamina to remain seated and maintain concentra�on for an 
 extended period as well as the ability to walk extensively throughout the day. Hearing and speech to communicate 
 in person or over the telephone. 

 Vision:  Frequent near acuity; occasional far acuity.  Vision to read printed materials, 
 computer screens and/or other monitoring devices. 

 Strength:  Sedentary/Medium – Exert force to 10-25  lbs. frequently, and up to 10 lbs. 
 constantly or a negligible amount of force frequently to li�, carry, push, pull or move 
 objects. 

 TERMS OF EMPLOYMENT: 
 Contract days per school year to be established by the Superintendent/Board. Salary established by the current 
 board-adopted administra�ve salary schedule. 

 EVALUATION: 
 Performance of this job will be evaluated in accordance with the provisions of the District’s “Professional 
 Development/Evalua�on Handbook,” Board Policy, Evidence Based Leadership Scorecard and State Law. 

 EQUAL OPPORTUNITY EMPLOYER 
 Once iden�fied, reasonable accommoda�ons may be made to enable individuals with disabili�es to perform the 
 essen�al func�ons of this posi�on. 

 I have read and I willingly accept the above requirements, performance responsibili�es, and condi�ons if selected 
 for this posi�on. 

 Signature_______________________________________  Date: ______________________ 

 Printed Name:__________________________________ 

 3 


