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M 

1 2 30 SUPERINTENDENT'S DUTIES 

Ti t l e:  Superint endent 

Qua l i fi cat ions : 

1 .  New Jer s ey S c hool Admini s trator 
e l i gibi l i ty ; 

Cer t i f icat e 

2 .  S c hool admi ni s t rat i on and t eac hing exper i enc e ; 

or 

3. Demons t rat ed suc c e s s  wi t h  curriculum , pers onne l 
management , s c hool financ e and s t rateg i c  pl anning ; 

4 .  S t rong l eader s hip and communicat i on ski l l s ; 

5. Pre- empl oyment phy s i c al examinat ion . 

Report s To : Board o f  Educ at i on 

Supervi s es : Every di s t r i c t  employee . 

Job Goa l : 

To inspire , l ead , guide and direct every member o f  t he 
admin i s t rat ive , ins t ruc t i onal and support s ervic e s  s t aff 
in s e t t ing and ac hi eving the highest s tandards o f  
exc e l l ence , so t hat eac h student enro l l ed in t he di s t r i c t  
may b e  provided w i t h  appropri at e and e f fect ive educat i on . 

S c op e  o f  Respons ibi l i t y  

The management respons ibi l i t i e s  o f  t he Superint endent 
sha l l  ext end to a l l  act ivi t i e s  of t he di s t ri c t , to a l l  
phases of t he educ a t i onal program , to a l l  aspec t s  o f  t he 
fi nanc ial operat i on ,  to al l part s of t he phys i cal p l ant , 
and t o  t he c onduc t o f  suc h o t her dut i e s  as may be a s s i gned 
by t he Board . The Superint endent may de l egat e t he s e  
dut i es toget her wi th appropr i a t e  aut hority , but may not 
de l egate nor rel inqu i s h  u l t imate respon s ibi l i ty'  for 
resu l t s  or any port i on o f  account abi l ity . 

Per formanc e Respons ibi l i t i e s  

A .  Ins t ruct ional l e adership 

1 .  Maint ains t he qual i ty of educat i onal programs 
and s ervi ces to student s and improve s programs 
and s ervi c e s  where nec e s s ary . Ensures t hat a 
s ys t em o f  t horough and e f f i c i ent educ at i on , as 
de f ined in state law and code ,  i s  ava i l abl e t o  
a l l  s tudent s . 
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s t a f f , al l curr i c ulum 
c ourses of s tudy on a c ont i nu ing 

Recommends , for Board adopt i on ,  
courses , t extbooks and t ime 

3 .  Ensures implementat ion of all Board-approved 
curriculum and inc lus ion of s t at e -mandat e d  
programs and c urr i culum content s tandards . 

4 .  Provi de s  f o r  curriculum art i culat i on 
grades and s choo l s  in the di s t r i c t  

among 

5. Enc ourages s t a f f  to devel op programs , s ervi c e s  
and pro j ect s whi ch re f l e c t  i ns t ruc t i onal 
divers ity , a l t ernat ives and f l exibi l i ty ,  whi l e  
as suring an art i culat ed , c ons i s t ent educat i on 
for a l l  s tudent s .  

6. Provides for an annual a s s e s sment o f  s tudent 
needs and achi evement . Ini t i a t e s  program 
changes wi th respect to thi s a s s e s sment . 

7 .  Deve l ops guidel ines and direc t i on for mon i t o ring 
the e f fect ivene s s  o f  exi s t i ng and new programs . 

8 .  S eeks ava i l ab l e  sourc es for grant fundi ng t o  
support programs and proj ec t s . 

9 .  Ensures that the goal s o f  the s choo l sys t em are 
adequat e ly re f lected in i t s  educat i onal program 
and operat ions . Submit the di s t r i c t ' s s choo l s '  
obj ect ive s  t o  the County Superint endent for 
revi ew and appro val . 

B .  Pers onne 'l Admini s t rat i o n  

1 .  Direc t s  and supervi s e s  the admini s t rat ive s t a f f  and 
through them a l l  d i s t r i c t  s t a f f . 

2 .  Provides dire c t i o n  and supervi s i on t o  the c ent ral 
di s t r i c t  administ rat ive s t a f f  in the deve lopment and 

, imp l ement at ion o f  e f f ec t ive personne l prac t i c e s . 

3. Deve lops recrui tment proc edures t o  as sure we l l ­
qual i f i ed appl i c ants for pro fes s i ona l and 
parapro fes s i ona l p o s i t i ons . Part i c ipat e s  l n  f inal 
c andidat e intervi ews , as appropri at e,  and recommends 
appo intment s o f  a l l  s t a f f  to t he bo ard . 
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4 .  Provides for orient at i on and induc t ion for a l l  new 
personne l .  

5. 

6. 

Provide s direct ion and serves 
management repre sent at ives i n  
employee bargaining agreement s .  

a s  resourc e  
negot i at i ng 

for 
wi th 

Ensures that al l st a f f  is 
acc ordance wi th e st ab l i shed 
pro fessi ona l employees for 
t enure appointment . 

evaluat ed annua l ly i n  
proc edures. Rec ommends 
contact renewal and / or 

7 .  Recommends and imp l ement s the di st ri c t ' s pro f e ssi onal 
devel opment p l an 

C .  F inanc i al Management 

1 .  Provide s oversight and is responsible for a l l  
di st r i c t  f inanc ial operat i ons . 

2 .  Provides direct i on t o  and supervi sion o f  schoo l  
business func t ions . Encourages deve lopment and 
imp l ementat ion of sound business prac t i c e s .  

3 .  Init i at e s  and supervi ses devel opment o f  the annual 
budget i n  accordanc e with di st r i c t -e st abl i shed goal s  
and obj ect ives . Provides for st af f i nput . 
Recommends budget and budget prior i t i es for Board 
approval . 

4 .  Ensures that the di st r i c t  has l ong- range f inanc i a l  
and fac i l i ty improvement p l ans . Updat e s  and 
imp l ement s p l ans annua l ly .  

5. Oversees school fac i l i ty management t o  provide saf e , 
e f f i c ient and at tract ive bui ldings wi th st rong 
emphasi s on preventat ive maint enance and cust odial 
c are . 

6. 

7 .  

Ini t i at e s  al t ernat ive s ln busine ss 
prac t i c e s  t o  achi eve e conoml es . 

Ensures funds are spent prudent ly by 
adequat e control and account ing o f  the 
f inanc i al and physi cal resourc e s .  

management 

providing 
di st r i c t ' s 

D .  S tudent S ervi c e s  

1 .  Ensures that a syst em o f  free appropriate special 
educ at ion and/ or relat ed servi c e s  i s  avai l abl e t o  al l 
pup i l s  with educat ional di sabi l it i e s . 
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2 .  Plans for non-pub l i c  school nurs ing services which 
may be made available pursuant to law and submit s  an 
annual writ ten report to the County Superintendent . 

3 .  Develops and implement s required pol icies and 
procedures related to the report ing o f  al legations 
of child abuse and neglect . 

E .  School/Community Relat ions : 

1 .  Promotes community support of the school s .  
Interpret s  district programs and servi ces , report s 
plans , event s and act ivities of interest and 
sol i c i t s  community opinions regarding school and 
educat ional i s sues . 

2 .  Present s the di strict Quality Assurance Report 
annual ly to the community and submits a copy to the 
County Superintendent . 

3 .  Ident i f ies avai lable community re sources and 
l inkages to social serVlce agencies that support 
educat ion and healthy chi ld development . 

4 .  Develops strategies to promote parental involvement 
in their children ' s  educat ion and provides 
opportunities  for parent - teacher interaction . 

5 .  Maintains contact and effect ive rel ations with local 
media . 

6 .  Ensures that di strict interes t  wil l  be represented 
in meet ings and activities of municipal and other 
governmental agencies . 

7 . Represent s the school system and i t s  intere s t s  in 
community organi zat i ons , act ivities and proj ect s . 

F .  Superintendent : 

1 .  Provides leadership in ident i f i cation of priorit ies 
and as sures that al l act ivities reflect those Board­
establ i shed priorities . 

2. Prepares and recommends short and long - range plans 
. for Board approval and implement s those plans when 

approved . 
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3 .  Attends al l regular and special meet ings of  the Board , 
and part icipates in a profess ional leadership ro l e  . . 
Des ignates an admini strat ive staf f member to serve in 
hi s /her absence , when appropriate . 

4 . Recommends drafts of new pol icies or changes to the 
Board . Establi shes guidelines and p rocesses for 
monitoring implementat ion of  Board poli c i e s . 

5 .  Prepares , in conj unction with the Board President , 
agenda recommendations relative to al l matt ers 
requiring Board act i on ,  including al l fac t s , 
informat ion , opt i ons and report s needed to  as sure 
informed decisions . Provides advice and c ounsel to the 
Board on matters be fore it . 

6. Keeps Board informed regarding related educat ional 
devel opment in regional and nat ional l evels that would 
be helpful to the district . 

7 .  Ful f ill s all statutory 
Educat ion Law of the 
Admini strati ve Code of 
Educat ion . 

Terms of Empl oyment 

obl igat ions and imp lement s the 
State of New Jersey and the 
the New Jersey Department of 

Twelve month employee . Appointed for a period of  three to 
f ive years . Serves in accordance with the terms of  the 
contract between the Board and the Superintendent . Salary 
t o  be determined by the Board . 

Evaluat ion 

Performance of thi s j ob wil l  be evaluated annual ly in 
accordance with statute and the Board ' s pol icy on evaluat ion 
of  the Superintendent . 

N . J . S . A .  1 8A: 1 7-1 7 ; 1 8A : 1 7 - 1 8 ; 1 8A : 1 7 - 2 0  

Adopted: 3 May 2 0 04 

J 


