Administrative

Procedure 400,206 School Administration Roles

September 2023

Background

The Board of Trustees of Prairie Land Public School Division believes that for children
and students to be successful there must be strong school leadership. The Principal is
the school leader; however, school leadership also includes the Vice Principal who
contributes toward the goals of the school.

In—school administration involves the management of learning materials, teachers and
processes that affect the environment of a formal school setting. Administrators monitor
the activities within the school, which allows for a more effective setting for children and
students to learn and teachers to teach.

The in—school activities include mentoring child, student and teacher progress and
evaluation, school financing and several other activities that nurture and affect
individual learning ability.

Schools serve a pluralistic society and leaders must understand and meet the needs of
children and students in a diverse society.

Principal

1. The Principal is directly accountable to the Superintendent for implementation of
Prairie Land Public School Division goals.

Functions

1. The primary role of the Principal is to provide educational leadership in the specific
school community.

The focus of the Principal’s leadership must be on improving learning.

3. The Principal is responsible for interpreting Provincial and Division directions and
establishing school plans to carry out the directions indicated.

The Principal is responsible and accountable to the Superintendent.

The Principal is expected to establish school rules for the efficient and effective
operation of the school.

6. The Principal will provide leadership in implementation of the following:
6.7 Mandatory duties listed in the Education Act;

6.2 Duties specified in the Three—Year Education Plan.
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6.3 The rights and responsibilities stipulated in Administrative Procedures and the
Alberta Teachers’ Association performance standards for school
administrators.

7. The Principal will administer the provisions set out through the following:
7.1 Superintendent directions for delivery of school provisions.

7.2 The Staff Handbook.

7.3 Prairie Land Public School Division Parent and Student Handbook.
Duties
1. The Principal will:

1.1 Provide daily instructional leadership in the school.

1.2 Demonstrate knowledge of the Alberta Programs of Study and ensure that
instruction by teachers is consistent with the courses of study and educational
programs prescribed, approved or authorized pursuant to the Education Act.

1.3 Provide for the evaluation of programs offered in the school.

1.4 Ensure that children and students in the school have the best opportunities to
meet the standards of education set by the Minister of Education.

1.5 Determine present and future educational needs of the school and develops
short- and long-range plans for meeting those needs.

1.6 Develop and monitor school philosophy and rules.
1.7 Schedule, or delegate scheduling, of curricular and extra—curricular activities.
1.8 Communicate Division Goals and Procedures to teachers and support staff.

1.9 Advise teachers with respect to curriculum support materials and the
Programs of Study.

1.10 Ensure that teachers develop course plans, daily plans and appropriate
assessment processes.

1.11 Monitor and evaluate programs and recommend new programs for
implementation.

1.12 Implement the system for identifying and programming special education
children and students in accordance with Division Procedures.

1.13 Develop a system for reporting results to the Superintendent, the School
Council, and to the community.

1.14 Direct management of the School by:
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1.14.1

1.14.2
1.14.3

14.4
14.5
14.6
4.7
.14.8
14.9

B e T Y U U N

1.14.10

1.14.11

14.12
1413
1414
14.15

e e Y T N

Establishing school budget priorities in consultation with the
Superintendent, the Vice Principal, staff and the School Council.

Assuming control over budget allotments and purchasing processes.

Accepting responsibility for monies handled by the school and
accounts for such funds in accordance with Division Procedures.

Maintaining an equipment inventory.

Reporting maintenance requirements.

Controlling community use of the school according to Procedures.
Conducting regular staff meetings.

Conducting fire and lockdown drills.

Recognizing and addressing the health and welfare of the staff,
children and students.

Accepting the responsibility to have the school operational at the
commencement of the school year.

Exercising general supervision over the facilities, furniture, equipment
and school grounds.

Developing sound educational planning.
Determining annual school goal priorities.
Tying school budget priorities to school implementation goals.

Maintaining an administrative log of implementation of major annual
goals and priorities.

1.15 Provide the Superintendent with the written Annual School Plan on
achievement of School Goals by September 30" of each school year. The
Principal’s Annual Report will comment on:

1.15.1

1.15.2

1.156.3

1.15.4
1.15.5

The School’s Plan for success in meeting the Goals of its Educational
Plan (September of the current school year).

The School’s Plan for success in meeting the Division and School
Goals (November of the current school year).

The School’s and Teacher’s Professional Development (October of the
current school year).

Student achievement (June of the current school year).

The operation of the School Council (On—going)
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1.16 Maintain order and discipline in the school by:
1.16.1 Establishing appropriate programs for all children and students.

1.16.2 Acquainting children and students with the school and the programs
that are offered.

1.16.3 Accepting responsibility for the general discipline tone of the school.

1.16.4 Providing for the proper supervision of children and students at all
times during school sponsored activities including playground
activities, recess and noon hour periods, and extra—curricular and field
trip activities.

1.16.5 Preparing and maintaining Student Records in accordance with
Division Procedures and the Student Records Regulation 297/2019.

1.16.6 Reporting student achievement to the student, parents/guardians, the
Superintendent and the community.

1.16.7 Ensuring that guidance and counselling services are available to high
school students.

1.16.8 Suspending students from school or from bus privileges where
circumstances warrant.

1.16.9 Suspending children from bus privileges where circumstances
warrant.

1.16.10 Maintaining attendance records.
1.16.11 Ensuring that bus loading and unloading is supervised.

1.16.12 Preparing a handbook for the guidance of children, students and
parents/guardians.

1.16.13 Preparing a school supervision schedule.
1.17 Promote cooperation between school and the community by:

1.17.1 Ensuring that the public has an opportunity to form a School Council in
accordance with provincial legislation and Division Procedures.

1.17.2 Participating with and reports to the School Council in accordance with
legislation and procedures.

1.17.3 Controling community use of the school in accordance with
Administrative Procedures.

1.17.4 Encouraging staff members to take an active part in community
activities.
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1.17.5 Informing parents/guardians and the public about school activities.

1.17.6 Reporting results to the parents/guardians, the School Council and the
public.

1.17.7 Developing and maintaining a School Handbook that addresses
philosophy, goals, rules and expectations.

1.17.8 Encouraging parents/guardians to participate
in parent/guardian—teacher interviews.

1.17.9 Encouraging staff to utilize community resources when planning
programs.

1.17.10 Attending to concerns and questions from parents/guardians, the
School Council and the community.

1.17.11 Providing opportunities to recognize the achievement of children and
students in public.

1.18 Supervise and evaluate the advancement of the children and students by:

1.18.1 Establishing and maintaining a system to evaluate, record and report
on child and student progress.

1.18.2 Communicating the needs of children and students to people and
agencies who can provide resources.

1.18.3 Providing for child and student welfare, health and safety.
1.18.4 Communicating with children and students about school rules.
1.18.5 Establishing a fair and just system for child and student discipline.
1.18.6 Establishing a fair and just system for child and student attendance.
1.18.7 Promoting high child and student morale.

1.19 Supervise and evaluate the teachers employed in the school by:

1.19.1 Deploying staff in an effective manner in accordance with the teachers
training and skills, and in accordance with children’s and student’s
needs.

1.19.2 Orienting new staff and substitute staff.

1.19.3 Consulting and advising teachers on matters of mutual concern or
interest.

1.19.4 Evaluating teachers.

1.19.5 Promoting professional growth of teachers.
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1.19.6 Initiating and encouraging self-evaluation and/or collegial evaluation
by teachers.

1.19.7 Encouraging and promoting positive staff morale.
1.19.8 Monitoring teacher planning and program standards.
1.29 Supervise and evaluate the performance of all school-based staff.

1.21 Provide the Superintendent with accurate and timely information as requested.

1.22 Communicate in a manner that is consistent with the mission statement and
goals of the Division and school through:

1.22.1 The school website and newsletters.
1.22.2 Staff meetings.
1.23 Carry out those duties that are assigned by the Superintendent.

1.24 Promote cooperation between the school, Division Central Office and Alberta
Education by:

1.24.1 Interpreting and implementing the Administrative Procedures of the
Division.

1.24.2 Formulating School Goals to reflect the pursuit of annual Division
Goals, and to address School Council issues.

1.24.3 Submitting reports and forms, as required by the Superintendent and
Alberta Education.

1.24.4 Meeting deadlines for submissions.

1.24.5 Determining capital, maintenance and budget requirements and
submitting these to the Superintendent as required.

1.24.6 Conducting program evaluations.
1.24.7 Attending and participating in Principals meetings.
1.24.8 Orientating staff to Division operations.

1.24.9 Participating in staff recruitment with the Superintendent in
accordance with Human Resources Procedures.

1.24.10 Co—operating with Division Central Office in providing information and
recommendations regarding certification, probationary and continuing
contracts.

1.24.11 Reporting registration, demographic and examination data to Division
Central Office and Alberta Education as required.
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1.24.12 Carrying out specific responsibilities that may be delegated by the
Superintendent from time to time.

Relationships

1. In addition to reporting to the Superintendent and attending assigned Board
meetings, the Principal works closely and supportively with all school staff, children,
students and parents/guardians.

Vice Principal
1. The Vice Principal is directly responsible and accountable to the Principal.
2. Inthe Principal’'s absence, the Vice Principal will assume the duties of the Principal.

Duties

1. Any duty specified in the Principal’s job description may be delegated to the Vice
Principal.

2. Shared Duties:
2.1 Teacher and support staff evaluation and supervision.
2.2 Child and student discipline.
2.3 Budget spending recommendations based on priorities.

2.4 Implement the Division provisions and priorities set by the Board and/or the
Superintendent.

2.5 Transportation.
3. Specific Duties:
3.1 Teach specific curriculum courses and/or counseling.
3.2 Support the professional development of teachers and support staff.
3.3 Duties as assigned by the Principal or Superintendent.
3.4 Implement Division Goals or Three—Year Education Plans.
3.5
Relationships

1. In addition to reporting to the Principal, the Vice Principal works closely and
supportively with all school staff, children, students and families in performing the
duties listed herein.

Reference: Sections 197, 202 and 203 Education Act
Leadership Quality Standard
Student Records Regulation 297/2019
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Staff Handbook
Approved: September 2016
Reviewed: August 2023
Revised: September 2023
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