


• Provides accurate documentation as required in all cases affecting the safety of
students and/or welfare of the school.

• Assists in student orientation in regard to discipline and attendance problems.
• Utilizes discipline tasks such as suspension, probation, and other in accordance

with due process procedures.
• Assists in staff development and evaluation activities.
• Participates in the coordination, implementation, scheduling, and supervision

of c-curricular activities.
• Works with community and government agencies on problems relating to

substance abuse and truancy from school.
• Assists with campus supervision.
• Assists in planning emergency procedures.
• Assists in the evaluation of teachers as assigned by the principal.
• Develops and monitors the building budget.
• Oversees building and grounds.
• Oversees student activities and help develop the calendar.

Education Requirements: 

Master's degree with Type 75 administrative certification. 

Five year's teaching experience, one year of which should have been at the level 
assigned. 
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