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Principals’ career & appraisal toolkit - Job description, example C

An integrated special character school, and this includes a performance agreement with the job description

ZZZ COLLEGE

JOB DESCRIPTION FOR THE PRINCIPAL 

Mission Statement

ZZZ College is committed to each student’s intellectual, spiritual, emotional, physical and social development.  The whole person is encouraged to grow in Christ, and in the awareness that the possession of knowledge is a call to serve others in building the Kingdom of God.

	Job Description
	Principal

	Responsible to

Responsible for
	The chairperson of the board of trustees

The overall management and professional leadership of the college, for the implementation of policies and programmes, direction and supervision of all staff including administrative and all other non-teaching personnel.

The principal directs the day to day operations of the school, taking direction from the school’s charter, its policies, and the board of trustees.  The principal is a board member in his/her own right and at the same time in the role of the college manager, fulfils a position as a consultant to the board and its committees.


The principal is a full member of the board of trustees, sharing with other trustees collective responsibility for the governance of the college, including the preparation of the annual budget and the development of college policy.

The principal is, as well, employed by and responsible to the board of trustees for the effective operation of the college.  The principal’s management role involves five main areas of responsibility: 

· the preservation of the special character of the college

· the educational success of the college 

· the professional performance and development of its staff

· the day to day administration of college life 

· effective communication between all members of the college’s community.

In each of these areas, the principal will implement approved college policies and procedures.

The principal’s management responsibilities will be negotiated each year with the board of trustees and will be expressed in a performance agreement describing specific goals for the year ahead.  These responsibilities may, however, be stated generally as follows:

· To preserve the special Character of the College

1. The Principal has a leadership role in the college and because of this, undertakes important religious, pastoral and professional responsibilities in the community of ZZZ College.

2. The Principal must therefore be a fully committed Catholic, committed to Catholic religious practices and to the furtherance of Catholic education.

3. The Principal must have a willingness and ability to take part in Religious Instruction appropriate to a Catholic school.

The Principal shall:

a. Abide by all relevant requirements of the College’s Integration Agreement, the College Charter and Policies.

b. Accept and recognise the primary day to day responsibility of fostering and preserving the special character of the College.

c. Be responsible to the Board of Trustees for ensuring that the college provides a structured and systematic course in Religious Education in accordance with the programmes published by the National Centre for Religious Studies and approved by the New Zealand Catholic Bishops’ conference and by the bishop of the diocese.

d. Be responsible to the Board of Trustees for developing in the college a community of faith through daily prayer, the sacraments and especially the celebration of the Mass.  The principal is expected to take an active leadership role in liturgies that involve the whole school.

· In the role of the educational leader, 

1. The principal will lead teaching staff in the planning, implementation, and evaluation of educational programmes designed to deliver national and local curriculum goals.  

2. The principal will ensure that these programmes contribute to a coherent, balanced, equitable programme that reflects established college priorities, promote and support co- and extra curricular college activities.

3. The principal will also ensure that programmes are adapted to the specific learning needs of individual children and will enlist the assistance of specialist agencies if necessary.  Student progress in all programmes will be monitored and recorded.

· As a professional leader, 

1. The principal will assist in the employment of competent staff in all areas of the college, through the implementation of the college’s personnel policies.  

2. The principal has responsibility for ongoing staff appraisal, for the professional development of staff through an approved training programme, and for staff discipline as specified in the appropriate contracts and the College policies.

· In the role of administrator, 

1. The principal will oversee all aspects of school organisation, will undertake day to day financial management, will supply such information as may be required by the Ministry of Education and other educational agencies 

2. The Principal will give personnel, salary and leave information to the contracted Payroll Service 

3. The principal will ensure that all college rules and regulations are adhered to, and will undertake the routine supervision of cleaning and grounds staff to ensure that the college environment is clean and safe.

· As a communicator, 

1. The principal will report regularly to the board of trustees on management issues and on the attainment of charter goals.  

2. The principal will liaise with the chairperson and other board members at all times over matters of mutual interest or concern.

3. The principal will provide professional advice to the board, and will endeavour to facilitate a harmonious working relationship between the board and college staff.

4. It is the principal’s role to brief staff on all aspects of College governance and management, to ensure that effective communication networks operate within the College, to foster positive staff relationships, and to provide staff with the opportunity to participate in decision-making within the College.

5. The principal will endeavour to develop a climate of trust and co-operation between the College and the community it serves. 

6. The principal will encourage and facilitate parental involvement in the College.  It is the principal’s responsibility to report regularly to parents on their children’s progress at college, and to the community at large on the college’s progress towards the achievement of charter goals.

ZZZ College

Preamble to the Principal’s Performance Agreement

School Vision

ZZZ college will provide quality education of a Catholic character which encourages its community to know and live the values of Jesus Christ.

Purpose of Position

The principal is the professional and administrative head of the college.  His/her role is to lead and manage the college in the achievement of its vision and mission in a manner consistent with the school charter, strategic plan, board policies, and statutory and regulatory requirements.

Delegation of Authority

The board delegates to the principal all of the day to day responsibilities for the management of the college.  He/she has the full authority of the board, and in law, to manage the day to day administration of the college as he/she thinks fit, consistent with the board’s general policy directions.

The principal is also a member of the board by virtue of the position and is generally responsible for advising the board with respect to the development of policies and implementing approved board policies.

He/she is appointed by the board on an agreed employment contract and is directly responsible to the board for the overall performance of his/her responsibilities.

The board uses policies and the job description to indicate how it wishes the principal to meet board obligations.  The principal provides evidence to the board, on a planned basis, about the extent to which policy and performance objectives have been met and guidelines followed.  The performance agreement provides a mechanism for independent assessment of this information and an opportunity to recognise performance in terms of the board’s obligation as an employer.

The performance agreement is negotiated annually.

Purpose of Performance Agreement

The purpose of this document is to assist in determining whether the objectives of the principal’s position, as agreed between the principal and the board of trustees (BOT), have been achieved.  These objectives are to be consistent with the college’s charter and mission statement.

School Mission Statement

ZZZ College is committed to each student’s intellectual, spiritual, emotional, physical and social development.  The whole person is encouraged to grow in Christ, and in the awareness that the possession of knowledge is a call to serve others in building the Kingdom of God.

Expansion

As well as the responsibilities detailed in the principal’s job description, annual goals and objectives will be agreed upon, taking into account the college’s strategic plan and current needs.

Reporting

The principal and the board chairperson or the appraiser(s) for this period will meet regularly to discuss progress made in meeting the objectives in this performance agreement. 

At the end of the period for which the performance agreement applies, a report on achievements will be written and presented to the principal.  A copy will be presented by the Chairperson to the board of trustees.

Term of Agreement

The term of the agreement shall be for one year, after which time the agreement will be reviewed to take account of new objectives as agreed between the BOT and the principal.

Principal’s Performance Agreement for the year: 
This performance agreement was made between:

Chairperson 
____________________________________
Principal  
____________________________________
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