C-001:  Principal’s Job Description



The overriding responsibility of the Principal is to carry out the school’s vision, mission, goals, and objectives as stated in the East Mountain High School Charter Renewal.  The job functions of a charter school principal include responsibilities of a superintendent as well as those of a school principal.  The East Mountain High School Principal… 

I.
Administrative Responsibilities:

A. Assumes administrative responsibility for all aspects of the school’s operation, including the overall instructional program.

B. Carries out the policies and rules of the Public Education Department (PED), and the policies of the East Mountain High School Governing Council. 

C. Articulates and implements the vision, mission, goals and objectives of the school.

II.
Ethical Leadership

A. Models respect for the rights of others with regard to confidentiality and dignity.

B. Engages in honest interactions with all groups and individuals

C. Combines objectivity, sensitivity, fairness and ethical considerations in decisions as well as interactions with others.

D. Makes and explains decisions based upon ethical and legal principles.

E. Establishes and maintains a civil, optimistic, and nurturing environment for the entire school community.

III.
Educational Leadership

A. Determines the school calendar, length of the school day, and staffing patterns. 

B. Maintains a student-centered focus in all aspects of educational decision-making.

C. Implements a learning environment as defined in the East Mountain High School Charter Renewal.

D. Ensures the integration of technology to extend and support the learning program, as well as an assessment tool across the curriculum.

E. Embraces and promotes individual learning styles and the use of multiple intelligences to drive instruction. 

F. Oversees ongoing data-driven assessment of teaching and learning.

IV.
Business, Finance, Facilities & Management

A. Directs the preparation of the annual school budget for review and approval by the Governing Council, Albuquerque Public Schools (APS) and PED, which gives priority to the charter goals of a low average Pupil Teacher Ratio and student population.  

B. Administers the budget as enacted by the Governing Council, acting at all times in accordance with legal requirements and Governing Council policies.

C. Maintains, directly or through delegation, such personnel records, pupil accounting records, business records, and other records that are required by law or Governing Council policy.

D. Supervises the administrative staff to ensure efficient office and business operations.

E. Oversees facilities maintenance and management, and maintains a safe learning environment.

F. Works collaboratively with APS to place East Mountain High School within the APS district’s facility plan.

G. Focuses resources on implementation of charter goals and objectives.

H. Oversees and participates in development efforts, grant writing, and fundraising events, making sure that program needs are reflected in donor requests.

V.
Relationship with the Governing Council

A. Reports to the East Mountain High School Governing Council, and keeps the Council informed of school operations.

B. Serves as a non-voting, ex-officio member of the Governing Council and as a member of all standing committees of the Governing Council.

C. Represents the Governing Council in its relations with the PED, district, faculty, staff, students, and community.

D. Attends all meetings of the Governing Council except when his/her own evaluation, contract or salary is being considered.

E. Assists the Governing Council in developing long-range plans to implement the school’s goals and objectives.

VI.
Community Relations

A. Represents the school before the public, and maintains a program of publicity and public relations to keep the community informed of the activities, needs and successes of the school.

B. Insures annual school-wide implementation of the student graduation requirements of service learning projects and community service. 

C. Promotes the school’s role as a learning center for the entire community, promoting programs and opportunities for the community to learn.

D. Participates in the larger school community. 

E. Works to mainstream practices proven successful at East Mountain High School into the larger public school arena.

F. Appropriately involves members of the school community in the classroom, on school committees and in development of the educational program.

G. Meets regularly with and chairs the school Advisory Council, which provides input on school-based decision-making.

VII.
Parent Involvement

A. Encourages involvement of parents in school activities, with targeted volunteer contributions of time and/or talent or financial/materials contributions in lieu of volunteer hours.

B. Ensures that faculty members collaborate with parents on plans for the student’s high school and post-high school pursuits.  

C. Meets regularly with the Student/Parent/Staff Organization.

VIII.
Relationship with the Staff

A. Assumes responsibility for all matters regarding hiring, retention, licensure, waivers, salaries, contracts, job descriptions, job assignments, supervision, management, evaluation, discipline, and termination or discharge of all employees of the school.

B. Observes teacher classroom practices, and evaluates performance against PED criteria, teacher job descriptions, and the teacher’s professional development plan.  22-10A-19 NMSA.

C. Establishes clear, measurable goals for faculty and staff performance.

D. Develops professional development plans or job improvement plans to assist school employees to improve their performance.

E. Maintains and supervises a mentorship program for Level I teachers.

F. Develops, implements, and maintains a program of Professional Development which focuses on implementation of the charter, and includes an Institute at the beginning of the school year, scheduled professional development/in-service days during the school year, and evaluation and next-year program planning at the end of the school year.

G. Works to resolve conflicts following the established grievance procedures.

H. Works in collaboration with the faculty in developing the school’s educational programs.

IX.
Relationship to Students

A. Meets each student’s educational needs through a program that, in part, uses a plan for the student’s high school and post-high school pursuits.

B. Requires a minimum grade percentage for students to receive course credit.

C. Requires ongoing authentic assessment of student skills.

D. Develops and implements an annual student recruitment program.

E. Implements an orientation process before the beginning of the school year for incoming students, as described in the charter.

F. Encourages active participation by students in establishing and maintaining school rules, in school governance, in stewardship for school facilities and grounds, and in development of a plan for the student’s high school and post-high school pursuits. 

G. Consistently applies disciplinary policies and standards of conduct, and appropriately documents disciplinary actions or decisions.

X.
Training

A. Attends a training program approved by PED at least every two years to improve his/her evaluation, administrative and instructional leadership skills. 22-10A-19E NMSA.
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