Administrative Executive Recruitment — Chief Deputy
Procedure 400.203 Superintendent

September 2023

Background

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

The Chief Deputy Superintendent is appointed by the Board of Trustees of Prairie Land
Public School Division. When the Board Chairperson declares that the Chief Deputy
Superintendent position is, or will be, vacant, the Superintendent 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 Superintendent, 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 Chief Deputy Superintendent with:
1.1 Strong interpersonal relationship skills,
1.2 Professional skills,
1.3 Knowledge suitable for the position, and
1.4 Minimum proficiency in English as a second language (ESL)

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

Function and Purpose

1. The Chief Deputy Superintendent is responsible for supporting the leadership of the
Superintendent and as such is responsible to ensure that all schools practice reflect
sound educational, organizational and service principles.

Reporting Relationship

1. The Chief Deputy Superintendent of Prairie Land Public School Division reports
directly to the Superintendent.
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Duties
Educational Leadership

1. The Chief Deputy Superintendent will:

1.1 Provide leadership in all matters within areas of direct responsibility in the
Division.

1.2 Ensure all children and students in the Division have the opportunity to meet
the standards of education set by the Minister of Education.

1.3 Provide leadership in the planning, development, implementation and
evaluation of all Policies and Procedures established by the Minister of
Education and Division Administrative Procedures, Business Administration
Procedures and Human Resources Procedures in areas of responsibility.

1.4 Provide for the professional development of staff and administrators required
to support programs and services.

1.5 Provide for the management of safe and orderly learning environments.
Curriculum Leadership
1. The Chief Deputy Superintendent will:

1.1 Ensure the effective implementation of curriculum in the Division.

1.2 Liaise with Alberta Education to ensure appropriate curriculum development
and implementation.

1.3 Provide support for initiatives to facilitate curricular outcomes.
1.4 Ensure effective timetabling for curricula delivery.
1.5 Ensure accountability for program delivery at individual schools.

1.6 Coordinate career development programs and ensure off-campus curricular
requirements are met.

Inclusive Education
1. The Chief Deputy Superintendent will:

1.1 Ensure the effective delivery of education programming and services to
children and students with special needs in Kindergarten to Grade 12 for the
Division through Ministerial Order 015/2004.

1.2 Liaise with Alberta Education to ensure appropriate development,
implementation and delivery of education programming and services to
children and students with special needs in Kindergarten to Grade 12.
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1.3 Ensure accountability for delivery of education programming and services to
children students with special needs at individual schools in the Division.

1.4 Develop and maintain positive and effective working relations with service
providers and partners.

Technology
1. The Chief Deputy Superintendent will:
1.1 Provide leadership on all matters related to Division technology directions.

1.2 Coordinate the professional development of Division staff relative to the use of
technology.

1.3 Ensure technical support is provided in the Division.
1.4 Annually update the Division Technology Plan and reports progress.

1.5 Provide regular technology reports to the Superintendent for presentation to
the Board of Trustees.

1.6 Keep Division leadership informed on teacher issues relating to privacy,
security, virus protection and confidentiality.

1.7 Keep current the licensing software standards and acceptable use Procedures
for children, students and staff.

1.8 Keep current the Division website in a manner that promotes and enhances
the Division’s profile.

Human Resources Management
1. The Chief Deputy Superintendent will:

1.1 Provide for the hiring, orientation, staff development and direct supervision of
Instructional Program Coordinators and Family Resource Workers.

1.2 Provide supervisory expertise to Principals relative to Educational Assistants
and Learning Commons Staff (Librarians).

1.3 Provide staff development opportunities for Educational Assistants and
Learning Commons Staff (Librarians).

1.4 Appropriately provides for staff involvement in the decision—making process.
1.5 Participate in interview processes when specifically requested.

1.6 Ensure job descriptions and evaluation materials for learning commons
(library)and special needs educational assistants are developed and updated.

1.7 Provide staff support to Learning Commons Staff (Librarians)
Budget Responsibility

Prairie Land Public School Division September 2023
Administrative Procedure 400.203 Page 3 of 5



1. The Chief Deputy Superintendent will:

1.1 Ensure the fiscal management of budget allocations is in accordance with the
terms and conditions of the approved budget.

1.2 Operate in a fiscally responsible manner, including adherence to generally
accepted accounting procedures.

1.3 Ensure financial resources required to support programs reflect
the educational priorities in the Division’s Three—Year Education Plan.

1.4 Investigate grant opportunities and partnerships.
Communications and Community Relations
1. The Chief Deputy Superintendent will:

1.1 Take appropriate actions to ensure open, transparent, positive external and
internal communications are developed and maintained.

1.2 Ensure parents/guardians have a high level of satisfaction with services
provided and the responsiveness of the Division.

1.3 Participate actively in community affairs in order to enhance and support the
Division’s mission.

1.4 Effectively market Prairie Land Public School Division to internal and external
stakeholders.

Superintendent Relations
1. The Chief Deputy Superintendent will:

1.1 Establish and maintain a positive and professional working relationship with
the Superintendent.

1.2 Respect and honour the Superintendent’s role and responsibilities and
facilitate the implementation of that role.

Leadership Practices
1. The Chief Deputy Superintendent will:

1.1 Practice leadership in a manner that is viewed positively and has the support
of those with whom the Chief Deputy Superintendent works.

1.2 Develop and maintain positive and effective relations with provincial and
regional government departments and agencies, where appropriate.
1.3 Exhibit a high level of personal, professional and organizational integrity.

Reference:  Section 225 Education Act
Ministerial Order 015/2004
Certification of Teachers and Teacher Leaders Regulation 84/2019 Guide to
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Education ECS to Grade 12

Board Policy 3 Role of the Board

Board Policy 8 Role of the Superintendent
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