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A. The Duties and Responsibilities of the Superintendent Shall be: 
 

1. To serve as executive head of the entire school system, in charge of both educational 

and business functions. 

 

2. To be responsible for the execution of board policies and the observance of its rules. 

 

3. To administer the development and maintenance of a positive educational program 

designed to meet the needs of the community and to carry out policies of the board; to 

initiate matters of educational policy and to make definite recommendations thereon; to 

keep abreast of the best educational developments and advice regarding changes in 

policy. 

 

4. To recommend the number and types of positions required to provide personnel for the 

operation of such a program. 

 

5. To assign substitutes to fill vacancies caused by the temporary absence of staff 

members, and may hire temporary help as deemed necessary, subject to board approval at 

the next meeting. 

 

6. To grant requests to excuse employees from work according to his/her judgment. 

 

7. To recommend policies on organization, finance, instruction, school planning, and 

other functions of the school program. 

 

8. To nominate for appointment, to assign, and to define the duties of all personnel 

subject to the approval of the board. 

 

9. To supervise the preparation of the annual budget and to recommend it to the board for 

approval. 

 

10. To advise and recommend in matter of business administration, to pass upon all 

proper requests for equipment and supplies, to point out possible economics, and to 

supervise activities of the school system. 

 

11. To observe the work of all employees as frequently as possible so as to guide them 

and evaluate their work. 

 

12. To keep the board continually informed on the progress and condition of the schools. 

 

13. To conduct a continuous study of the development and need of the schools and to 



keep the public adequately informed concerning his/her findings. 

 

14. To keep all necessary school records as required by law, State Board of Education 

regulations, and local school board regulations. 

 

15. To represent the board to the personnel and to represent the personnel to the board 

through professional negotiation channels. 

 

16. To prepare an agenda for each meeting of the board, a copy of which shall be mailed 

to each member three days prior to the meeting. 

 

17. To prepare a monthly financial statement of the district and submit a copy of it to 

each member of the board. 

 

18. To audit and approve all bills and claims before they are submitted to the board for 

approval. 

 

19. To approve all purchase orders. 

 

20. To recommend to the board the need for building alterations, additions, new 

buildings, new equipment, and improvement of the grounds. 

 

21. To arrange working hours for all employees as may be necessary for the successful 

operation of the schools. 

 

22. To seek the advice and decision by the chairperson of the board concerning important 

school business for which there is no policy or precedent to follow and which requires a 

decision before the next regular meeting of the board. He/she may request the chairperson 

to poll the board members or call a special meeting. In the absence of the chairperson, the 

clerk may be consulted. However, whenever possible, a decision should be delayed until 

the whole board can meet at a regular meeting. 

 

23. To keep himself/herself and the board informed concerning educational progress by 

visiting other schools, circulating questionnaires, attending educational meetings, 

workshops, conventions, short courses, etc. 

 

24. To be in direct charge of buildings and grounds, transportation, and the lunch 

program. All heads of these departments shall be directly responsible to him/her for the 

operation and maintenance of their departments. However, principals shall supervise the 

work of custodians and direct their work in connection with the operation of the 

buildings. 

 

25. To represent the board in meeting with taxpayers on the finances of the district. 

 

 

 



B. Evaluation of the Superintendent 

 

The board will devote a personnel session annually to an evaluation of the 

superintendent's performance (with the superintendent present) and to a discussion of the 

superintendent's evaluations of the performance of the administrative assistants. A 

standard evaluation form will be used. Final averages and results of discussion are to be 

kept on file permanently.  

 
1. The School Board shall evaluate in writing the performance of the Superintendent at least 

once a year. 

 

2. The School Board and the Superintendent shall meet and discuss the evaluation process, and 

thereafter the School Board shall adopt an evaluation format to carry out the evaluation 

process. 

 

3. The School Board shall furnish the Superintendent with a copy of the written evaluation(s) as 

provided herein.  In the event that the School Board determines that the performance of the 

Superintendent is unsatisfactory in any respect, the School Board shall describe in writing, in 

reasonable detail, the specifics of unsatisfactory performance.  The evaluation shall include 

recommendations as to areas of improvement in all instances when the School Board deems 

performance to be unsatisfactory.  A copy of the written evaluation shall be delivered to the 

Superintendent and become a part of the Superintendent's personnel file.  The Superintendent 

shall have the right to make a written reaction or response to the evaluation.  This response 

shall be provided to the School Board and shall also be placed in the Superintendent's 

personnel file.  Upon request of the Superintendent, the School Board or its representative(s) 

shall meet with the Superintendent within thirty (30) days of such request to discuss the 

evaluation(s). 

 

 


