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Background 
Prairie Land Public School Division is committed to ensuring a fair and consistent 
recruitment and appointment process for the position of Superintendent. 

The Superintendent is appointed by the Board of Trustees of Prairie Land Public School 
Division. When the Board Chairperson declares that the Superintendent position is, or 
will be, vacant, the Secretary–Treasurer will review and update the job description, as 
necessary. 

The Board of Trustees of Prairie Land Public School Division is responsible for ensuring 
that the appropriate Procedures are followed in all recruitment and selection processes. 
The Secretary–Treasurer and Principals will be available to provide support and advice 
as requested by the Selection Committee. 

Qualifications 
1.​ The Board will contract for the services of a Superintendent with: 

1.1​ Strong interpersonal relationship skills. 

1.2​ Professional skills. 

1.3​ Knowledge suitable for the position. 

1.4​ Minimum proficiency in English as a second language (ESL)English as a 
Second Language (ESL) experience is preferred. 

2.​ The Board requires that the Superintendent be knowledgeable of and committed to 
and achieve the Division’s objectives and goals. 

3.​ The Superintendent must meet the qualifications under the Education Act, the 
Superintendent of Schools Regulation 98/2019 and the Certification of Teachers 
and Teacher Leaders Regulation 84/2019. 

Function and Purpose 
1.​ The Superintendent is the Chief Executive Officer of the Board. 

2.​ The Superintendent is responsible for leadership such that school practice reflects 
sound educational, organizational and service principles. 

Reporting Relationship 
1.​ The Superintendent is responsible for the administration of educational operations 

Prairie Land Public School Division​ September 2023 
Administrative Procedure 400.202​ Page 1 of 4  



of Prairie Land Public School Division. 

Expectations 
1.​ The Superintendent will: 

1.1​ Be legally appointed or reappointed by the Board under Section 222(2) of the 
Education Act and will serve to fulfill those functions and exercise those 
powers as legislated by the Education Act or such other provincial legislation 
as may exist from time to time; the Board must notify the Minister of Education 
in the form and manner required by the Minister of Education of the 
appointment or reappointment within fourteen (14) days after the date of the 
appointment or reappointment. 

1.2​ Regularly attend meetings of the Board. 

1.3​ Serve as a resource person to the Board on matters relative to the 
governance of the Board. 

1.4​ Serve on Board committees as required by policy. 

1.5​ Receive remuneration commensurate with qualifications as determined under 
Part 3 of the Superintendent of Schools Regulation 98/2019. 

2.​ The Superintendent will: 

2.1​ Provide results–oriented leadership in respect to the Division’s mission, goals 
and annual objectives. 

2.2​ Observe and follow the Board’s Policy Manual. 

2.3​ Develop and maintain an open, effective communication system with the 
schools, the Board and external agencies. 

2.4​ Take a stand on issues yet remain open and receptive to other views. 

2.5​ Communicate an evolutionary vision of school development and lead others in 
their visions of learning so as to maintain and advance the standard of student 
achievement in curricular and extra–curricular programs. 

2.6​ Promote the professional collegial growth of staff. 

Duties 
1.​ The Superintendent will carry out the duties assigned by the intent of the Division 

and in accordance with the Education Act. 

2.​ The Superintendent will supervise the operation and management of schools and 
the provision of the educational programming to ensure that: 

2.1​ A positive learning environment is present and children and students are 
learning in accordance with the Division's expectations. 
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2.2​ Students are achieving satisfactory results on Provincial Achievement Tests. 
2.3​ The Alberta Education Programs of Study are being delivered. 

2.4​ Access to hours of instruction meets or exceeds the minimum Provincial 
Requirements as required in the Guide to Education ECS to Grade 12. 

2.5​ Alberta Education’s Evaluation Policies are being followed. 

2.6​ Planning and scheduling, at both the school and Division levels, are in order 
and followed. 

2.7​ Student Records are properly maintained. 

2.8​ Financial matters as reported in the Budget Report Form and the Audited 
Financial Statement are in order. 

2.9​ The Three–Year Education Plan and the Annual Education Results Report 
meets Provincial Requirements. 

2.10​ School facilities comply with health, fire and building standards. 

2.11​ School facilities meet zoning requirements and are maintained to high 
standards. 

2.12​ That Section 54(1), Insurance and Investment in the Education Act is followed. 

2.13​ All teachers are certificated. 

2.14​ Schools comply with the terms of the Education Act. 

2.15​ There are appropriate standards and procedures for discipline and conduct of 
children and students. 

3.​ The Superintendent will ensure the fiscal management of all schools is in 
accordance with the terms and conditions of any grants received by the Board and 
that appropriate accounting procedures are followed. 

4.​ The Superintendent will participate in the evaluation of the Principals, the Chief 
Deputy Superintendent, the Secretary–Treasurer, the Director of Plant, the HR 
Administrator and the Central Office Executive Assistant. 

5.​ The Superintendent will finalize procedures for teachers who require Permanent 
Professional Certification. 

6.​ The Superintendent will carry out any additional responsibilities as directed by the 
Board 

7.​ The Superintendent will provide clarification of the Education Act, Board Polices 
and Division Procedures as required by the Board. 
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Reference:​ Sections 33(1)(j), 222, 223 and 224 Education Act 
Superintendent of Schools Regulation 98/2019 
Certification of Teachers and Teacher Leaders Regulation 84/2019 
Guide to Education ECS to Grade 12 Board 
Policy 3 Role of the Board 
Board Policy 8 Role of the Superintendent 

Approved:​ September 2016 
Reviewed:​ August 2023 
Revised:​ September 2023 
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