Administrative Staff Recruitment —
Procedure 400.205

School Administration

April 2024

Background

Prairie Land Public School Division is committed to ensuring a fair and consistent
recruitment and appointment process for the positions of Principal and Vice Principal.

The Principals and Vice Principals are appointed by the Superintendent of Prairie Land
Public School Division. When the Superintendent declares that Principal and/or Vice
Principal positions are, or will be, vacant, the Superintendent will review and update the
job descriptions, as necessary.

The Superintendent is responsible for ensuring that the appropriate recruitment and
interview Procedures are followed in the selection processes. The Superintendent is
responsible for ensuring that the individual selected for the position of Principal or Vice
Principal is recommended to the Board of Trustees of Prairie Land Public School
Division for final approval.

Designated Principal

1. A Principal will be designated for each Prairie Land Public School Division School
or to meet on—site emergencies as they arise.

2. The Board may appoint an Acting Principal for no more than one consecutive
school year.

3. The Principal must apply the administration leadership standards as set out by the
Alberta Teachers’ Association as well as implement Prairie Land Public School
Division Vision, Mission and Annual School Priorities.

Principal

1. The Board is committed to the application of a fair and thorough recruitment
process for Principals.

Qualifications
1. The basic criteria to be considered in selecting Principals are:
1.1 Professional preparation and experience.
1.2 Positive verbal and written references.
1.3 Commitment to the Division's philosophy, mission statement and beliefs.

1.4 Administrative abilities regarding decision—making, organizing, planning,
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communicating, coordinating, managing and evaluating.Human relations skills
including the ability to develop positive relations with children, students, staff,
parents/guardians, community and others.

1.5 Computer literacy.

1.6 Leadership in promoting and targeting school performance outcomes for
children, student and school staff.

Selection Process

1. The Superintendent is responsible for initiating recruitment procedures as required,
completing reference checks and short-listing candidates to be interviewed.

2. The Board is responsible for making the final appointment decisions based upon:
1.1 The Superintendent’s recommendations and rationale.

1.2 A brief summary of the qualifications and experience of all short-listed
candidates.

1.3 Other relevant information requested by the Board.
Vice Principal

1. The Division is committed to the application of a fair and thorough recruitment
process for Vice Principals.

2. Given a demonstrated need and sufficient financial resources, the Division will hire
a Vice Principal to assist the Principal.

3. The Vice Principal must be a strong education leader, continually emphasizing the
enhancement of learning and teaching for the benefit of children and students.

4. The qualifications for the Vice Principal are as described above for the Principal.

Duties

1. The Vice Principal is an integral part of the school’s administrative team and shares
the duties of and expectations for the Principal.

2. The Principal will delegate responsibilities in one or more of these categories of
school administration to the Vice Principal.

2.1 Organizational Leadership.
2.2 Instructional Leadership.
Selection Process

1. The Principal is responsible for initiating recruitment procedures as required,
completing reference checks and short-—listing candidates to be interviewed.
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2. The Superintendent and Principal are responsible for conducting interviews.Leadership
Quality Standard

1. The Leadership Quality Standard (LQS) aligns with the Teaching Quality Standard
(TQS) and the Superintendent Leadership Quality Standard (SLQS).

2. The Standard is applicable in Prairie Land Public School Division to all:
2.1 Principals.
2.2 Vice Principals.

2.3 Division leaders (a Division Central Office staff member, other than the
Superintendent or Chief Deputy Superintendent, who is required by their
leadership position to hold an Alberta Teaching Certificate).

3. Quality leadership occurs when the leader’s on—going analysis of the context, and
decisions about what leadership knowledge and abilities to apply, result in quality
teaching and optimum learning for all children and students.

4. The LQS further identifies nine competencies which leaders must demonstrate in
their practice:

4.1 Fostering Effective Relationships.

4.2 Modeling Commitment to Professional Learning.
4.3 Embodying Visionary Leadership.

4.4 Leading a Learning Community.

4.5 Supporting the Application of Foundational Knowledge about First Nations,
Métis and Inuit.

4.6 Providing Instructional Leadership.
4.7 Developing Leadership Capacity.
4.8 Managing School Operations and Resources.

4.9 Understanding and Responding to the Larger Societal Context.
Leadership Certification

1. The LQS governs leadership certification and aims to help individuals entering
leadership roles have a common level of preparation.

2. Principals are required to hold leadership certification. Newly hired Principals who
do not have Leadership Certification can still take on these roles by obtaining
temporary Leadership Certification.
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https://www.alberta.ca/system/files/custom_downloaded_images/ed-leadership-quality-standard-english-print-ready.pdf

Reference: Sections 197, 202 and 203 Education Act
Leadership Quality Standard

Approved: September 2016

Reviewed: August 2023
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Revised: September 2023
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