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INTRODUCTION

In Decumber, 1968, the Richfield School Board approved a study

of selected phases of the district's administrative policies. This

study was undertaken because of the desire of school administrators

and the Board to make certain that the district's administrative com-

pensation plans were systematic, rational, and equitable. Our work

began that same month and has now been completed. We are pleased to

present this final report containing the results of our study.

In conducting the over-all study and evaluation, a number of

steps were taken and a variety of techniques were employed. These

included the following:

1. An initial briefing session was held with school board

members and central office administrators to discuss the purpose,

scope, and procedures of the study.

2. An initial briefing seasio., was held with all district

administrators to review plans and procedures of the study.

3. Individual interviews and follow-ups were held with each

district administrator in his ',Aiding.

4. Discussion sessions were held with all district adminis-

trators at each phase of the study.

3. Literature on executive compensation plans in business,

industry, government, and education was reviewed.

6. Compensation plans for ada listrators in school districts

of Minnesota and other states were reviewed.

7. Richfield School District policies and procedures relating

to administrator compensation sod performance review ;ere analysed.
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Our primary aim throughout the study has been to develop a plan

which will lessen some of the technical problems of administrator sal-

ary administration, minimize some of the human problems, and in the

process, strengthen the ability of the district organization to receive

leadership at the level required to attain its purposes continuously.

Tha major elemonts of the study were:

1. Development of position responsibility descript.ons for
all district administrators, to inclide --

a. primary objective of the position

b. major areas of accountability in instructional improve-
ment, administration, and school-community relations

c, supervision of othera

d. work direction of others

2. Development of administrator performance review procedures.

3. Establishment of an administrator compensation plan based
upon 1 & 2 above.

This report is organised in four parts. Part I includes a

brief presentation of the general conceptualization of work planning

and review and relates performance review to compensation review.

Several of theta concepts have been used throughout the report and form

the basis for the recommanded plan.

In Part II the relationship between systematic development of

a compensation plan for administrativ4 personnel and definition of

administrative positions is considered. Part III deals with performance

review. An appraisal In linked to position responsibilities is

recognised as a compensation determinant.

Past IV concerns the proposed compensation plan. The mechanics

of the plan are simplified and quantified in a form which is readily

undetstood ar.a can be utilized to calculate Its impact on the salaries



of individual administrators as well 493 on the annual district budget.

The final sections of the report, Appendices A, B, C, D, and

E, contain position descriptions for all district administrative per-

sonnel, analyses of current compensation relationships with adminis-

trators from selected school districts, and a proposed policy for ad-

ministrator compensation.

We are most appreciative of the excellent cooperation and as-

sistance provided by all Richfield School District administrators.

Central office and building administrators have all contributed time

and talent. Their assistance and counsel is most appreciated. Any

weaknesses in the report are, however, the sole responsibility of the

consultants.

Clifford P. Hooker

Van D. Mueller
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PART I. PERFORMANCE REVIEW AND
COMPENSATION PLANNING

Farformance Review

The process of judging the behavior of another person in an

organizational activity involves, consciously or unconsciously, a

number of basic assumptions. In the development of this report and

the suggested performance review and compensation plan for adminis-

trators, it was necessary to consider the assumptions on ...Ach the

plan might be baced in order to conceptualize dimensions of the task.

Consideration of these assumptions and dimensions is deemed critical

to the building of a practical program.

Five sets of assumptions about different aspects of a per-

formance review and compensation program have been identified and

provide the basis or the descriptions which follow in Parts II-IV.

They are as follows:

1. A performance review program assumes that tl 1 dis-

trict is well managed, that it utilizes appropriate admiAi.,Lretive

practices, that every administrator understands his role and wants to

cooperate in the achievement of district goals;

2. A performance review program presupposes that there exists

a systematic, realistic plan of descrihing administrative positions,

that each position has been defined as at uoatsly as possible, and is

mutually understood by reviewer and revs,WP:

3. A performance review program assumes that each supervising

administrator knows how to supervise, that he is a reliable and com-

petent evaluator of the performance of his subordinates, and has the

ability to communicate empathically to his subordinates;

4. A performance review program assumes that objective
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judgments about an administrator's performance can be made, that they

can be communicated upwards and downwards in the district organiza-

tion without serious disruption of district or personal relationships,

that they can provide a basis for compensation planning, and that they

can provide the means of stimulating administrator growth and develop-

ment; and

5. Finally, a performance review program assumes that each

administrator understands what is required of him, that he wants to

excel, that he is in control of his performance and can be held re-

sponsible for it.

The dimensions of the performance reviek task are illustrated

in Figure 1. The building of an effective, acceptable, and practical

administrator performance review program requires that three basic

principles be considered:

Principle I. Knowledge of What Is Ex ected Planniagli This

study involve.; completion of position descriptions for all administra-

tors in the district. The position descriptions were developed coop-

eratively with ell administrators and contained built-in responsibility

assignme_:s to maintain currency. Part II of this report describes

the content and process utilized in formulating the descriptions. A

complete set of descriptions is found in Appendix B.

Principle Ii, Feedback of Results (ROW), The Development

of an administrator appraisal plan linked to position responsibilities

is described in Part III of this report. Proposed instrumentation for

a two-part review process is included in Appendices C and D.

Principle III. AsAistance As Heeded. The planning and de-

velopment of a professional growth program for administrators was out

old.) the scope of this study. It is strongly recommended, however,
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that such actions as necessary be taken to initiate the planning, de-

velopment, and implementation of this component of the performance

review system. The responsibility for the development of an adminis-

trative improvement plan design to help and assist individual adminis-

trators must be accepted by the school district. The performance re-

view program implementation can serve as an opportunity for commitment

to such an administrator development plan.

In summary the performance review requirements considered in

this report are related to the concept of a continuous cycle of plan-

ning, review, and provision of assistance.

The Relationship Between Performance Review and Compensation Review

Inclusion of a performance factor in school administrator sal-

aries is probably the exception rather than the rule. Weaknesses in

current compensation practices for administrators generally can be

traced to a lack of clean-cut relationship between compensation and

performance.

The suggested performance review program and compensation plan

described later in this report assume a relationship between performance

review and compensation review as illustrated in Figure 2. The separa-

tion of the performance review process from the compensation decision enables

the school district to place proper emphasis on each. It also helps

to avoid the tendency to rationalise compensatl.an decisions in solely

"merit rating" terms. Physical separation does net imply that per-

formance should not be considered in compensation decisions. indeu.:,

the suggested program of performance review is designed to provide

greater Vnowledge in making these decisions. The performance review

is thus related conceptually to compensation dacisions even a:nigh

separated physically.



FIGURE 2

THE RELATIONSHIP BETWEEN PERFORMANCE REVIEW
AND COMPENSATION REVIEW*

Manpower
Planning &

&
Utilization

OperationsIaindt44:Systems

I Performance
4----1 Review

Improved Knowledge of
Performance for
Paiaonnal Actions

(Including Compensation
Decisions)

1 Internal Org.
Pay

Relatlonships___

Improved
Employee

Performance

Compensation
Decisions

I Org. Financial
Relationships

Market Pay
Relationships

*Adapted from Robert E. Sibsen, yams and Salaries, New York, American
Management Association, 1960



Finally, it is suggested that the goals of the performance

review and compensation plans for the Richfield School District be

stated in the form of district policy. A suggested policy statement

is included in Appendix A.



PART II. DEFINITION OF ADMINISTRATIVE
POSITIONS

The relationship between systematic development of a compen-

sation plan for administrative personnel and definition of adminis-

trative positions was described in Part I. The position description

is one of the planning devices by which a performance review and com-

pensation plan is developed. The following sections are intended to

make clear the concept of administrative position descriptions util-

ized in developing the descriptions found in Appendix B.

1. Defining the Administrator's Job

The individual administrator's first step toward effective

performance on the job is to acquire an adequate understanding of

that job: its purpose, its scope, its responsibilities and authori-

ties, and its working relationships. A position description is a

summary of the important f:cts about a particular job. It is an

attempt to clarify for all concerned the basic purpose of the posi-

tion, the duties and responsibilities assigned to it, the extent

and limits of its authority, and the relation of the position to

others both inside and outside the organization. An organization

chart is analogous to a line-drawing of the organization showing

the location in relation to each position. A position description

goes one step further and identifies that portion of the organiza-

tion activity and responsibility assigned to a particular position

on the chart. The chart identifies the "where" with respect to

other jobs, and the position description describes the "what".

2. Uses of Position Descriptions

Before initiating this position description program it was
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important to explain the variou3 uses that would be made of the re-

sulting descriptions. The suggested use of position descriptions

was air follows:

A. to help administrators acquire greater understanding
of their present position by analyzing their duties;

B. to clarify relationshirs between jobs by avoiding
over-laps and gaps in responsibility;

C. to analyze the basic school district organization
structure and division of respori.ibilit);

D. to establish a just basis for the district's internal
salary structure;

E. to use as a foundation by which to compare positions
inside the school district organization with others
outside it in order to pay salaries competitive with
current levels;

F. to evaluate individual administrator's job performance;

G to acquaint new administrators with their jobs;

H as a recruitment and placement aide to find the right
administrator for each position;

I. to develop lines of promotion within the school district;

J. to determine the school district's inservice training
needs, and

K. to rearrange workflow and revise procedures.

The various uses stated above can be summarized as follows:

external compensation comparison, internal compensation comparison,

performance appraisal, administrator-development, recruitment hiring

and placement, orientation of new administrators, promotion, organi-

zational clarification and organizational planning. If position de-

scriptions are put to use in all these ways in daily operation of the

school district they can constitute a significant plus for systematic

administration and overall program eft:activeness.
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3. What to Include to the Position Description,

The determination of the "what" of the administrative Job

suggests that it might be helpful to begin with a list of common

responsibilities of most administrative positions in educational or-

ganizations. A suggested list follows:

A. planning work;

3. assigning responsibilities and cUlegating authority;

C. directing work and guiding people;

D. maintaining and improving quality;

e. improving work methods and executing programs;

F. keeping others informed;

C. safety, health, and good housekeeping, and

H. reports, correspondence, and procedures.

For the purposes this program documentation of position descrip-

tions was divided inio five logical areas: (A) basic function or pur-

pose of the position; (B) duties and responsibilities of the posi-

tion; (C) professional growth and development; (D) limits of authority,

and (E) relationships with others. The following discussion deals with

each of the four components of the job description.

A. Basic function or purpose of the position

This is a brief description or digest of what occurs in
connection with the position and the contribution it
makes to the school organization. (For example, the pur-
pose of department supervisor at the secondary school
level: to contribute through the institution and imple-
mentation of the curriculum in his respective area; to
maintain the continuity and progression of the growth of
pupils; to have the responsibility of supervising, coor-
dinating, and evaluating the development and administra-
tion of the total program of his department.) Special
note should be taken in describing the basic function of
a position to assure appropriate attention is given to
the common administrative elements of organizational de-
sign and staffing, policy interpretation and formulation,
and the planning direction and control operations required
for program execution and evaluation.



B. Duties and responsibilities of thoposition

This is usually the longest and most detailed part of the
description. It includes a listing and brief explanation
of the principal activities of the position in order of
importance and commonly grouped under such headings as
planning, administration, personnel, organization, con-
trolling and appraisal of results, (An ( :ample of the
major responsibilities for a department supervisor is as
follows: (1) curriculum development, (2) techniques of
supervision, (3) supervisor-teacher relationships, (4)
planning and preparation, (5) contributing to the total
school effort, (6) community and public relations, (7)
professional growth and (8) supervisory-staff relation-
ships. A detailed listing of key duties under the first
major responsibility of curriculum development would be
as follows:

(a) re-evaluates curriculum content and methods of pre-
sentation; gives leadership to the origination and
presentation of ideas; experivonts with respect to
revisions and additions of curricula;

(b) keeps abreast of proven or promising curriculum in-
novations in other school districts;

(c) organizes and participates on committees formed for
evaluation of current curriculum texts, methodology,
equipment, and materials;

(d) provides leadcnhip to the development of programs
within the curriculum to meet the needs, interests,
and goals of all pupi1J.)

In order to assure that the list of duties and responsibilities

would not be restrictive, special attention was directed to "duties and

responsibilities normally discharged by administrators of the specific

position level" and to "such other duties and renponsibilit!..es as

might be temporarily or permanently assigned to this position."

C. Professional Growth and Development

The position description to this point has been focused
upon administrative positions without regard to past,
present, or future occupants. The need to control the
qualifications of personnel who are assigned to adminis-
trative positions in a dynamic and changing educational
environment suggests a systematic approach to stimulat-
ing and rewarding improved professional effectiveness
during service.



IN
--12--

Each position description in Appendix B contains an iden-
tical set of expectations for this area. Special note is
directed to Item 7: To redefine position content con-
sistent with the evolving nature of relationships within
the district." This responsibility places a primary re-
sponsibility on maintenance of up-to-date position de-
scriptions on each administrator and should assist in the
implementation of the performance review program.

D. Limits of Authority

The administrator is given a grant of authority to take
certain action And to make certain decisions in the per-
formance of his duties. This authority must be spelled out
as a part of the position description. (An example of a
statement to describe the limits of authority delegated to
the department supervisor is as follows: (1) to operate
within budgetary limits approved by the director of secon-
dary education; (2) to implement new policies and programs
of major changes in previous established policies only
after the approval of the director of secondary education;
(3) to approve budgets and expenses submitted to him by
the teachers in his department, and (4) line of authority
is limited to his immediate subordinates.)

Since responsibilities and duties associated with a posi-
tion and authority are quite interdependent, attention
should be paid to the articulation between these sections
two and three of the position description.

E. Relationships with Others

This section describes the working relationships of the
indiidual administrator, his subordinates, his superiors,
other units within the school district, and with school
patrons and community groups. Position descriptions typ-
ically resolve most work problems but tend to fail to re-
solve the relationship problem adequately. The organiza-
tion chart shows the basic division of work and indicates
who reports to whom but It does not describe functions in
detail or explain how individuals are to relate to these
functions. This in reality is how the organization works.
Special caution was made in regard to utilizing the fol-
lowing types of delicate and often nebulous generalities
in describing relationships with others: "general respon-
sibility," "operating responsibility," "specific responsi-
bility," and "must be consulted," "may be consulted,"
"must be notified," and "must approve." (The following is
a typical relationship statement for the departmental
supervisor: (1) Line position; (2) Is accountable to the
director of secondary education; (3) maintains close liaison
with the district curriculum director in a staff capacity;
(4) provides advice and service to the secondary school
principal in terms of parental and community relations, pro-
gram descriptions, and activities of th3 specific department.)
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Position description should include all the significant areas

of activity, stating these concisely and clearly insofar as practical.

The writing of position descriptions and the administration of a sound

position description program constitutes one of the clearest examples

of how management provides an orderly and systematic framework for ad-

ministrative performance. The clarification that results from the

process of formulating position descriptions gives the school district

one of its most effective tools for shaping both human and material

resources toward maximum goal achievement.
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PERT III. PERFORMANCE REVIEW

Unless an organization pursues a policy of viewing continuously

the past petformance, present progress, and future prospects of its

human resources, it must manage them by intuition and tradition. Sound

management in the school organization seems to make a formal adminis-

trator performance review program essential.

The essence of the performance review process is communication

and its ultimate purpose is change. The performance review process must

constitute an important element of the upward communication system to

aid decision-making on matters such as compensation, promotion, and re-

assignment. It constitutes an element of the downward communication

system through the performance review interview to help the individual

administrator grow and fulfill himself.

The general objective of the performance review process is

change in the direction of raising levels of job performance so that

school district goals are achieved and each administrator realizes a

full measure of satisfaction and stimulation from his job.

The proposed performence review plan raises many problems, but

if it succeeds, the school district has built into its structure the

capacity for continuoL leadership self-renewal. This is such worth-

while goal that it deserves an all-out effort.

The performance appraisal plan proposed in this report contains

two forms: (1) a trait Ltnti personal Qualities form; and (2) a perfor-

mance oriented form. In sequence each of the two forms will be presented

along with a discussion of proposed instrumentation anJ plan for utili-

zation.
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1) A General Administrative Ability Review process is recom-

mended as one component of the administrative appraisal plan. Rather

than considering administrator appraisal from the many aspects relat-

ing to job expectations, this appraisal involves examining present

administrators on a competitive basis to determine which of them are

best fitted for promotion or reassignment. The general purpose of this

review is to obtain the supervising administrator's forecast. He or

they are expected to know the administrator to be reviewed intimately,

and be able to predict how he will perform in a different and/or higher

level position.

The administrator characteristics deemed most relevant in predicting

reassignment potential and general administrative effectiveness are: (1)

Effectiveness with People; (2) Decision-Making Ability; (3) Personal

Charateristics; and (4) General Executive Abilities. It is suggested that

this appraisal follow the general format illustrated in Appendix D and

that the system be established under the direction of the Assistant Superin-

tendent for Administration and Personnel in accord with district policies.

2) An Administrator Performance Review system is recommended to

achieve a district-wide standard of excellence in administrative perfor-

mance and to assure equity in compensation isview. The administrator per-

formance review, as a system, to be understood correctly, is one element

of the district's communications media. It is the means by which the

district and administrator, individually, assert their mutual concern for

the caliber of the administrator's performance, the means by which intrinsic

and extrinsic rewards can be related directly to the quality of the admin-

istrator's performance.
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Despite its relative simplicity in overall purpose, the per-

formance review process is quite difficult to translate into reality.

It is affected by the nature of the district organization, revires

awareness of the complexities of interpersonal perception, and varies

according to its perceived objectives: information, motivation, or

development.

In order to optimize effectiveness of the performance review

program it is recommended that the procedures for implementation be

developed with considerable care and with the widest possible partici-

pation by all district administrators. Inasmuch as the administrator

position descriptions describe what each administrator is supposed to do,

it would appear logical that the administrator be judged on the basis of

how adequately he fulfills position requirements and carries out position

duties and responsibilities as stated in the position description. One

can hardly argue for compensating an administrator on the basis of one

set of responsibilities and reviewing his job performance on the basis

of another.

The proposed report form for the Administrator's Performance

Review is contained in Appendix O. The major features of the re-

port comprise the following:

1. The suggested form is self-contained--that is, instructions

for its completion are included on the form.

2. The report is completed first by the rated administraLor,

then by the supervising administrator, and reviewed by the assistant

superintendent and superintendent.

3. The report iJ submitted at least annually.

4. The administrator's erformance is reviewed on a scale
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which includes the specific tasks, duties, and responsibilities which

apply to his particular position. Two descriptive statements cover

the range of performance -- excellent and needs improvement.

5. The rating administrator prepares narrative comments de-

signed to brIng out the true dimensions and requirements of the po-

sition and a description of the administrator's specific strengths

and weaknesses.

6. The rating administrator must define and document a plan

for improvement for the rated administrator. The performance review

form and process should provide a tie-in between administrator per-

formance review and administrator training.

7. The administrator performing the review must discuss the

appraisal with the administrator reviewed prior to forwarding the re-

viow report to the appropriate district administrators for review.

While an elaboration of the administrator inservice or contin-

uing education responsibility of the district at this point would

deviate from the intended purpose of this report, it is recommended

that a carefully planned administrative development program be developed

as an integral component of the performance review plan.

The plan suggested in this report should be considered in the

context of an initial implementation of performance review. The pro-

cedures and policies required to place this program in operation should

be self-adjusting, and allow for orderly and systematic ways of imple-

menting changes after additional experience in performance review has

been gained.
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PART IV. THE COMPENSATION PLAN

During recent years school boards and Administrators have be-

come increasingly uneasy about direct links between salary schedules

for teachers and administrators. While these ratio systems have served

a useful purpose in the past, the changing relationship between admin-

istrators and teachers has brought the practice into question. Speci-

fically, the collective action of teachers has -;:l.:rpened the differences

in roles for teachers and administrators within the school organization.

This development has placed administrators who negotiate and administer

teacher contracts in a role involving a potential conflict of interest.

Such is the case if effectiveness in the new administrative role results

in a diminution of salary for the administrator.

School building principals are especially disturbed by the

polarization of forces within public education. The ties with the

teachers no longer provide the security which principals have enjoyed

in the past. This is especially true as grievance procedures become a

reality. The actions of principals are often the items of grievance

and subject to ajudication by higher authority. Thus the principal

is an adversary to the teacher or his representative.

Efforts on the pact: of principals and other middle management

personnel to become identified with central administration have produced

results, which are er,ually unsatisfactory. The concept of team adminis-

tration has not been fully understood or implemented in most school dis-

tricts. Hierarchical rather than collegial relationships are the rule

more often than not. Seldom are principals and their supervisors deeply

involved in the formulation of school policy, Such is the prerogative
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of the board of education and superintenJent in most instances. Others

are literally told to cooperate and implement school policies. Also,

superintendents and school boards have not found a suitable or acceptable

alternative to the ratio salary schedule for principals and other admin-

istrators. Thus policy formulation and salary considerations have

tended to separate top and middle management into two groups.

A s'uond major weakness of the ratio schedules which are tied to

teachers' salaries is the manner in which effectiveness is assumed to be

related to the number of graduate credits accumulated and the years of

administrative experience. A more direct link between administrative

performance and level of compensation is needed. While no easy proce-

dures or objective instruments are available for use in assessing admin-

istrative performance, those who administer schools are in the best

position to create them. Efforts by the professionals to resist perfor-

mance review procedures encourage lay appraisal of performance. There-

fore,it is incumbent upon school administrators to search for appropriate

procedures for measuring administrative performance. The compensation

plans wNich follow and the material in PART III are a step in this

direction.

The need for a compensation plan which will contribute to team

administration is clear. This plan should encourage principals and

directors to: (1) assist the superintendent and board of education in

the identification and attainment of organisational goals. and (2) per-

form to the limit of their capacity. While these are appropriate goals

for any compensation plan the board must move toward their realization

within the constraints which have been pieced upon public employment

and upon educational administrators in particular. For instance, bonuses,
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stock options and other incentives common in the private sector are

illegal and otherwise not available in public education. Aiso, any

salary increase which is granted must be continued thereafter. Therefore,

the degree of flexibility available to the Richfield Board of Education

is rather limited.

This report proposes three salary plans which in the opinion

of the consultants will accomplish the objectives which are described

above. The strengths, weaknesses, and possible variations of each are

discussed below. The administrative performance review procedure which

is described in the previous section is common to all of the plans.

This section ends with a recommendation for setting administrative

salaries in Richfield.

ALTERNATIVE ONE

Reference was made above to the dilemea of middle managers in

salary negotiations. These people have the distinct impression that

they are no longer adequately represented by the teachers or by the

superintendent. This anxiety cannot be dissipated by promises by the

superintendent or the board of education. These people want some

assurance that their interests will be protected. They want some

guarantee that the team concept will prevail as salary considerations

are discussed. In other words, they want assurances that the superin-

tendent will represent them in salary negotiations with the board of

education.

One approach which could be used to set the base salaries and

determine the magnitude of increases which should satisfy middle

managers is a ratko salary system within administration where all base

salaries are related to the salary of the school superintendent. This
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arrangement would maximize the probability that middle managers would

want the superintendent to be successful. Moreover, it would reassure

those who feel that the superintendent does not represent them in salary

negotiations with the board of education. Thus, the school organization

and its administrators would benefit by a salary system which encourages

team administration and reduces conflict between the levels of managers.

The weekly salaries of administrators in Richfield and eight

other districts during the past three years were used to calculate the

ratios shown in Tables 1 through 9 which are included in Appendix n of

this report. These data would be useful in setting ratios to implement

Alternative One. The base salary for all positions could be set in this

fashion and the same ratios used to determine the sire of the increase

for cdministrators having good scores on the performance review.

The formula for establishing a salary for such administrators

under this plan would be:

1969-70 base salary m present salary plus ratio

multiplied by the raise for the Superintendent times

the quantity of the numbet of weeks of contract divided

by 48. Using the ratio for an elementary school principal

for 1968-69 and a hypothetical raise of $3,000 for the

Superintendent for 1969-70, the salary would be calculated

as follows:
42

1969-70 salary e $18,000 + .67S x $3,000 (40 r $19,850

Three veaknesses of Alternative One are rather obvious. First,

there is the loss of flexibility which results in tying all administrator

salaries together. For instance, the board would not be at liberty to
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reward or penalize the Superintendent without affecting all administrators

similarily. Also, s change of superintendents in the district would

likely upset the compensation plan for all administrators. A third

weakness in Alternative One is the extent to which it focuses attention

on a single, salary, namely that paid to the superintendent. Adminis-

trative salaries in public schools are public information. Any plan which

singles out one salary for further attention must be evaluated carefully.

The weakness cited above could be partially corrected by setting

administrator ratios at the median of a sample of comparable districts

in the area. Again, the data in Tables t-9 Appendix E would be useful.

For example, if the Richfield Board of Education chose to us.. Alternative

One, it could select a ratio for elementary principals from Table 1 using

the median of the nine districts for 1968-69 (District C) or the median

figure of all districts during the three-year period (District B,

1968.69). Once such a ratio were selected, it would be applied to the

salary of the superintendent in Richfield or to the median salary of the

superintendent in the nine districts.

While selecting a sample of districts for setting ratios

eliminates some probles, it creates; others. First, the Richfield

Board of Education would not have complete control of a system which is

tied to median practices in other districts. Negotiations in other

districts would directly affect the salary levels for administrators in

Richfield. This is not to deny that such negotiations now affect Rich-

field, but the impact may be less direct if another alternative is

selected.

A second weakness of this variation of Alternative One pertains

to timing. Richfield simply could not establish 4 compensation schedule
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delay could be very disruptive.

ALTERNATIVE TWO

The second alternative bears a strong resemblance to the first

one. The major change is a switch from the salary of the Superintendent

to that of the High School Principal as the base upon which ratios would

be established. Tables 10 through 17 in Appendix E were developed for

this purpose. Again, the procedure would be to use the ratios to set

base salaries and to determine the magnitude of increases. The assumption

was made in developing Tables 10 through 17 that it wquld be preferable

to use the salaries paid to high school principals in the nine districts

rather than limit the calculations to the one position in Richfield.

Alternative Two has most of the weaknesses of Alternative One.

The one exception is that in using the salary of high school principals

to set the ratios, the Beard would be at liberty to deal independently

with the Superintendent of Schools. Also, public attention would not be

focused on a single salary which is the highest one paid in the District.

MIRIMATIVE THREE

The two alternatives described above satisfy many of the prin-

ciples of administrative salary scheduling. In fact, Alternative One

may represent the plan of the future in public schoo's. However, it is

a rather drastic departure from existing practice, it is complex, and may

be unacceptable to the administrators and the Board of Education in Rich-

field. Also, the present taste of evolution in the profession of edu-

cational administration may preclude the use of a salary plan which

institutionalizes team administration. For these reasons and others
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which are cited above, the third and recommended compensation plan

was developed.

While Alternative Three may be short on conceptual framework, it

is simple. It assumes that the base salary for any year should be

established by adding the cost of living to the base for the previous

year. The increments for outstanding performance would be a fixed per-

cent of the salary for the present year. This amount plus the cost of

living factor plus the current salary would equal the salary for ':he

following year. A factor of 10 percent plus the cost of living is

recommended. Also, the base should be increased one increment (10 percent)

every third year regardless of the results of the performance review.

In summary all administrators would get cost-of-living increases

annually. Those deemed to be outstanding would receive an additional

10 percent increase. All administrators would receive at least one 10

percent increase in addition to the cost-of-living increases every three

years.

The formula for the recommended compensation plan is:

Salary for following year = present salary + 10% (for
administrators. with good
reviews) + coat of living
factor.

This compensation plan , like all salary schemes, should be re-

viewed periodically. Certainly, $t is no panacea for all of tht

salary problems in Richfield. Moreover, as observed in Part I of this

report, it is important for the Richfield board to maintain a competitive

position as it attempts to recruit and retain able administrators.

Therefore, it may be necessary to increase the magnitude of the increase

if other districta move ahead of Richfield.
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Finally, Alternative Three fails to establish base salaries

for 1969-70. Since a review of administrative performance must be

based upon an agreed upon description of duties, any review based on

the posItion descriptions included in this report must be delayed until

the Spring of 1970. Therefore, arbitrary bases must be established

once more. The procedures used one year ago may offer the best promise

for setting salaries for 1969-70.
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SUGGESTED
COMPENSATION POLICY

FOR
ADMINISTRATORS

RICHFIELD PUBLIC SCHOOLS

IT IS THE POLICY OF THE RICHFIELD SCHOOL DISTRICT TO MAINTAIN

AN APMINAMATOR COMPENSATION PLAN DESIGNED TO:

(1) CONtyibute to attainment of school district objectives

and to the economic, div..,14al, and psychological satisfaction of all

administrative personnel;

(2) Attract and retain adriV.pistrative personnel capable of

performing effectively in the positions to which they are assigned;

(3) Equal or eAceed compensation levels in other school dis-

tricts in the Twin Cities area;

(4) Compensate all administrative personnel equitably in pro-

portion to the effectiveness with which they perform the services for

which they are employed; and

(5) Relate compensation to the value of the work of the school

district.
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RICHFIELD PUBLIC SCHOOLS
POSITION DESCRIPTION

POSITION TITLE: Superintendent of Schools
DEPARTHEWT/UNIT: District Administration
ACCOUNTABLE TO: School Board

I. BASIC FUNCTION/PURPOSE OF rOSITION

To serve as chief executive officer of the Richfield Public
Schools, responsible for:

1. Coordination of the technical talents of the administrative and
instructional staffs

2. The general administration of all educational programs, projects,
and services

3. The general administration of all financial operations, physical
resources, or other affairs of the school district

4. Advising and making recommendations to the school board with
respect to these functions

It. DUTIES AND OF THE POSITION

Consistent with legal requirements and with high professional
standards and within the limits of by-laws, regulations, and policies
adopted by the school board, the superintendent is responsible for
end has commensurate authority to accomplish the duties set forth
below. He may delegate portions of his responsibilities together
with proportionate authority for their fulfillment, but he may not
delegate or relinquish any portion of his accountability for results.

1. To assure that the school board is kept fully informed on the
conditions of the district's educational system and to assure..
effective communications between the school board and the
employees of the district

2. To prepare the agenda and attend all board meetings and advise
the board about important matters pertaining to the district

3. To develop and recommend to the school board the overall goals
of the educational system as well as the specific objectives
which support the school board's goals

4. To develop and recommend to the school board long-range plans
consistent with population trends, cultural and social needs, and
appropriate use of district physical and hymn resources

5. To see that all decisions of the school board are exec:And, im-
plemented, and interpreted except where execution is otherwise
specifically assigned by policy or action of the board
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6. To see that sound plans of administrative and instructional
personnel, organization, education programs and services are
developed and maintained
To recommend to the school board:
a. Administrative officers, supervisors and members of the

instructional staff, as they are needed
b. Principals for appointment, reappointment, and assignment

with salaries in accordance with district policy
c. Teachers for appointment, reappointment, and assignment,

with salaries in accordance with district policy
d. Nurses, stenographers, clerks, aides, and other non-certificated

employees, as there is need for employment and in accordance
with district personnel policies

8. To authorize, subject to action by the school board, the appoint-
ment, transfer, promotion, retirement, or release of the adminis-
trators of the district

9. To see that reasonable standards of performance are developed and
maintained and to evaluate the performance of the instructional
and administrative staffs in achieving the specific goals for
which they are accountable

10. To prepare and submit to the school board for their approval, an
annual budget showing by functional areas the appropriations
necessary to meet the estimated needs of the ensuing year

11. To assign, direct and approve all purchases and expenditures within
the limits of the detailed plan of estimated expenditures approved
by the school board, making to the school board at any time such
report of expenditures and revenues (in addition to the monthly
financial report) as the board may request

12. To evaluate the various educational programs and extra-curricular
activities of the school district and recommend to the board for
approval additions, deletions or changes in prcgrams, services
and courses of study, and instructional materials to be used in
the schools

13. To recommend to the board transfers of funds between budget accounts
as conditions may require

14. To develop and maintain a program of communication designed to
develop understanding and cooperation on the part of staff members,
students, parents, and patrons for the objectives and services
provided by the school district

15. To involve all personnel listed in Section V-3 in the development
of district policies and procedures

16. To see that all fund;;, physical assets, and other property of the
district are appropriately safe-guarded and administered

17. To have power to decide all matters of detail purely ministerial
and managerial in character that may arise, concerning which no
specific policy, rile or regulation is in effect

18. To represent the school district at local, regional, state and
national levels
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III. PROFESSIONAL GROWTH AND DEVELOPMENT

1. To keep informed on current trends in education through reading
of journals and books

2. To attend educational meetings, seminars and workshops, on local
district, regional and national levels

3. To visit schools with innovative and exemplary programs on a
local district, regional and national level

4. To continue professional development through attendance of
workshops, conventions and/or other professional in-service
training

5. To maintain active participating membership in professional
societies

6. To prepare materials for publication
7. To redefine position content consistent with the evol-ing nature

of relationships within the district

IV. LIMITS OF AUTHORITY

The superintendent, as chief executWe officer of the school
district, has full authority to take any or all actions required to
discharge the duties and responsibilities detailed in section two,
limited only by specific policy, rule or regulation of the school
board and by the laws and administrative regulations relating to
Minnesota Public School Districts. The line of authority of the
superintendent extends to all district employees.

V. RELATIONSHIPS WITH OTHERS

1. Line position
2. Is accountable to the school board
3. Is responsible for the direct supervision of the Assistant Superin-

tendent for Administration and Personnel, Assistant Superintendent,
for Curriculum and Instruction (until this position is filled the
superintendent shall supervise directly the Director of Elementary
Education, Director of Secondary Education, Director of Special
Education and Coordinator of Special Programs), Director of Business
Affairs, Director of Recreation, Administrative Assistant, and
Secretary to the Superintendent

4. Is responsible for indirect supervision of all personnel working
in the school district through the administrative personnel to
whom direct supervision has been delegated



RICHFIELD PUBLIC SCHOOLS
POSITION DESCRIPTION

POSITION TITLE: Assistant Su erintendnnt-Administration and Personnel
DEPARTMENT/UNIT: District Administration
ACCOUNTABLE TO: Superit.tendent of Schools

I. BASIC FUNCTION/PURPOSE OF POSITION

To assist the Superintendent of Schools in the administration of
the school district. To serve as chief personnel officer of the
district--responsible for policy development, recruitment, coordina-
tion of selection and assignment, promotion and evaluation procedures,
staff resignations, staff morale, personnel records, and salary
deliberations for the professional and non-professional personnel
employed by the school district.

II. DUTIES AND RESPONSIBILITIES OF THE POSITION

A. Ganeral Administration
1. To assist the Superintendent i.0 daily administration and

supervision of the school system.
2. To assist the Superintendent in the evaluation of

(a) the functioning of the school educational program
(b) the various extra-curricular activities, programs, and

services
3. To coordinate all public relations releases originating

within the school district; i.e., bulletins, reports, news
releases, etc.

4. To evaluate the performance of the district personnel for
whom he is directly accountable so as to encourage improved
performance

5. To assist the Superintendent in fiscal planning and budget
construction

6. To assist the Superintendent in the assessment of physical
plant needs

7. To conduct research studies as requested by the Superintendent
8. To function as executive officer to the Superintendent in all

tasks related to superinterlent-school board activity
9. To involve all personnel listed in Section V-3 in the develop-

ment of district level policies and procedures
10. To make recommendations to the Superintendent on any matter

that will improve the school district
11. To represent the Superintendent, as requested, at school

functions and public meetings
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B. Personnel Program
]. Recritment, Selection and Orientation

(a) To develop policies and procedures for approval of the
Superintendent and Board of Education to govern the
recruitment, selection, and orientation of a professional
and non-professional employee hired by the district

(b) To manage the process of identifying personnel needs, to
maintain position specifications in a current status,
and to coordinate the recruiting, screening and filling
of all professional and non-professional positions

2. Assignment, Transfer, Promotion and Dismissal
(a) To develop in conjunction with the Assistant Superinten-

dent for Curriculum and Instruction and the Director of
Business Affairs, plans, policies and procedures for
the assignment, transfer, promotion and/or dismissal of
employees

(b) To evaluate any recommendations for assignment, transfer,
promotion, or termination of either professional or non-
professional personnel before referral to the Superin-
tendent and the school board for final decision

3. Evaluation
(a) To develop plans, policies, and procedures for approval

of the Superintendent and school board for the periodic
evaluation of all district personnel

(b) To administer the personnel evaluation program to serve
best the interests of the educational program of the
district

4. In-Service Development of Personnel
(a) To develop plans, policies, and procedures in conjunction

with the Assistant Superintendent for Curriculum and
Instruction and Director of Business Affairs for the
in-service development of all persons employed by the
district

(l) To manage with the approval of the Superintendent and
school board the total program of in-service development

5. Wage and Salary Administration
(a) To develcp plans, policies, and procedures for approval

of the Superintendent and school board for all wage,
salary and fringe benefit programsof the district

(b) To develop all personnel classification systems and
correlate these with salary policies

(c) To function as administrative representative on the
school board negotiation.; team

(d) To administer all employee contracts and to advise all
other administrative officers of the district on contract
requirements and administration, including grievance
procedure administration

(e) To administer the total wage, salary, and fringe bene-
fit program for the diltrict
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6. Staff Morale
To advise the Superintendent and school board on the

improvement of working conditions which will enhance morale
and performance of district personnel

7, Personnel Records
To develop and maintain in a complete, accurate and

secure manner all personnel records in accordance with the
requirements of the school board and State of Minnesota

8. Research and Development
(a) To conduct research on the district personnel program
(b) To maintain familiarity with personnel research on a

nationwide basis and to interpret such research as it
may benefit the district

9. Special Assignments
To perform such other duties or special assignments as

may be delegated by the Superintendent

III. PROFESSIONAL GROWTH AND DEVELOPMENT

1. To keep informed on current trends in education through reading of
journals and books

2. To attend educational meetings, seminars and workshops, on local
district, regional and national level

3. To visit schools with innovative and exemplary programs on a
local district, regional and national level

4. To continue professional development through attendance of work-
shops, conventions and/or other professional in-service training

5. To maintain active participating membership in professional
societies

6. To prepare materials for publication
7. To redefine position content consistent with the evolving nature

of relationships within the district

IV. LIMITS OF AUTHORITY

1. To operate within the limits established by the personnel policies
rules and regulations established by the school board

2. To implement new policies and programs of major change in previously
established policies only after the approval of the superintendent

3. To avail-ow expenditure requests submitted by subordinate units;
i.e., TIES Coordinator, Publication-Resource, Building Principals
(personnel requests), etc., within the approved budget framework
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4. Line of authority is limited to immediate subordinates as listed
in Section V

5. In the absence of the superintendent, he shall assume the super-
intendent's responsibilities and authority

V. RELATIONSHIPS WITH OTHERS

1. Line position
2. Accountable to the Superintendent of Schools
3. Responsible for the direct supervision of the TIES Coordinator,

Publications-Resource Director, Athletic Director, Elementary and
Secondary School Building Principals, (personnel matters only),
and Secretary to the Assistant Superintendent

4. Maintains a staff relationship with the Assistant Superintendent
for Curriculum and Instruction (on an interim basis with the
Directors of Elementary Education, Secondary Education, Special
Education and Coordinator of Special Programs) and Director of
Business Affairs

5. Is responsible for indirect :upervision of structional staff,
clerical, custodial, and food service personnel through the
administration staff members to whom direct supervision has been
delegated

6. May as required, give work direction to others to assure the
effective functioning and coordination of all activities on the
school district
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RICHFIELD PUBLIC SCHOOLS
POSITION DESCRIPTION

POSITION TITLE: Director of Business Affairs
DEPARTMENT/UNIT: District Administration
ACCOUNTABLE TO: Superintendent of Schools

I. BASIC FUNCTION/PURPOSE OF POSITION

To manage and coordinate the business affairs of the district in
such a manner that they serve to contribute to effective education.

II. DUTIES AND RESPONSIBILITIES OF THE POSITWN

A. General

1. To direct, supervise, coordinate, and evaluate the activities
of the several components of the business division; i.e., accoun
ing manager, food services sup,arvisor, transportation dispatcher
buildings and grounds supervisor, warehouse personnel, etc.

2. To define, in conjunction with the Assistant Superintendent for
Administration and Personnel, the areas of accountability,
delegation of authority, and work relations for the functional
areas of the business division

3. To evaluate the performance of business personnel for whom he
is directly accountable

4. To make recommendations to the Assistant Superintendent for
Administration and Personnel in regard to the personnel require-
ments and needs of the business divilion

5. To develop plans, policies, and procedures in conjunction with
the Assistant Superintendent for Administration and Personnel
for the execution of an inservice development program for all
supporting service personnel

6. To attend and participate in Superintendent's cabinet meetings
7. To involve all personnel listed in Section V-3 in the develop-

ment of district level policies and procedures

B. Financing the Educational Program

To develop for the approval of the Superintendent and school
board financial plans and projections required for securing funds
necessary to operate the educational program

C. Budgeting fer the Educational Program

1. To prepare with the assistance of instructional staff the
operational ana long-range school budget in terms of educa-
tional needs
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2. To develop, plan, and maintain a system of budget reports as

a basis for formulating policies and decisions and for budget

control

3. To coordinate planning for adoption of program budgeting

procedures

D. Accounting and Financial Management

1. To develop, evaluate, and administer procedures for maintain-

ing the fiscal records of the district

2. To assure that proper financial accounting and internal audit

procedures are utilized

3. To see that all district funds are properly safe-guarded

4. To plan, with the assistance of the TIES Coordinator, for the

conversion of business record systems to computer-based systems

5. To maintain the debt retirement register
6. To develop and administer the payroll system in cooperation

with the Assistant Superintendent for Administration and
Personnel

7. To develop and administer with the approval of the Superintenden!
and school board a program of investments of surplus district
funds

8. To develop and manage procedures for proper handling of all
extra curricular fund accounts

9. To assure that all records are subject to an independent audit
at the close of each fiscal year

E. Food Service Management

1. To develop, in cooperation with the supervision of food service
and instructional administrators, the objectives and standards
for the conduct of the school lunch program

2. To Jirect, with the assistaice of the supervisor of food
services, the operation of school food services by providing
economical and satisfactory facilities and efficient management

F. Transportation

1. To develop objectives and plans for the effective and efficient
operation of the school transportation program

2. To prepare detailed schedules of all bus routes
3. To plan and conduct training programs for bus drivers in areas

of safety, proper vehicle maintenance, and passenger handling
4. To establish and maintain replacement and maintenance schedules

for the school district vehicle fleet
5. To conduct the operation and maintenance of the district trans-

portation program so that safe, economical, and comfortable
transportation is available for children and staff

6. To plan and operate school parking facilities
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G. Plant Operation and Maintenance

1. To develop and establish with the assistance of the Supervisor
of Buildings and Grounds, suitable crtteria and standards for
maintenance of district physical facilities

2. To plan and direct a continuous program of preventative main-
tenance and replacement of equipment

3. To administer the plant operation and maintenance program in
a manner to assure stewardship of the district's facilities
and to safe-guard the program of education

H. Supply and Equipment Needs for the Educational Program

1. To develop objectives, policies, and procedures for acquisi-
tion, storage, and distribution of all supplies and equipment
requisite to the needs of the educational program with due
regard to existing law, economy, and efficiency

2. To prepare specifications, invitations and bids and to follow
through on related procedures necessary for school board action
in the purchase of supplies and equipment

3. To direct the purchase of materials and supplies in the stated
quantity and of the required quality for delivery at the time
desired and at the lowest practical cost, in accordance with
the policies of the school board

4. To develop and maintain adequate stores inventory control pro-
cedules which will ensure maximum service at reasonable and
practical cost

5. To direct the testing of purchased materials and supplies for
compliance with specifications and performance standards, deal-
ing directly with vendors to obtain adjustments when problems
arise

6. To maintain adequate records of purchases, and to expedite ship-
ments when they are overdue

7. To maintain an adequate directory of vendors and to receive all
vendor representatives

8. To participate in the evaluation of surplus and obsolete mater-
ials and equipment carried in stores, and disposes of material
as authorized by district policy

9. To develop and maintain procedures for properly accounting for
all district property and equipment

I. School Building Planning and Construction

1. To assist in the planning of new school buildings and altera-
tions and additions to existing buildings

2. To supervise the "clerk of the works" on building projects and
coordinate the planning with the district architects after
educational standards have been determined

J. Business Statistics and Research

1. To conduct statistical and research projects within the school
district pertaining to business management functions
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2. To interpret such research projects to the superintendent and
school board in terms of educational accomplishments and needs

K. School-Community Relations

1. To provide the superintendent and school board with facts that
help them in their relations with the public

2. To interpret the business area of educational programs to the
public and to the educational staff

L. Special Assignments

To perform such other duties or special assignments as may
be delegated by the Superintendent of Schools

III. PROFESSIONAL GROWTH AND DEVELOPMENT

1. To keep informed on current trends in education through reading
of journals and books

2. To attend educational meetings, seminars and workshops, on local
district, regional and national levels

3. To visit schools with innovative and exemplary programs on a
local district, regional and national level

4. To continue professional development through attendance of
workshops, conventions, and/or other professional in-service
training

5. To maintain active participating membership in professional
societies

6. To prepare materials for publication
7. To redefine position content consistent with the evolving nature

of relationships within the district

IV. LIMITS OF AUTHORITY

1. To work within the policies, rules and regulations established by
the school board and within the legal framework prescribed by the
State of Minnesota

2. To manage the fiscal activities of the district within the budge:
tary limitations established by the school board

3. To approve expenditure requests submitted by subordinate units of
the busines affairs division consistent with budget requirements

4. Line of authority is limited to immediate subordinates listed in
Section V

5. To implement new policies and procedures of major change in current
practice after the approval of the superintendent
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V. RELATIONSHIPS WITH OTHERS

1. Staff position
2. Reports to and accountable to Superintendent of Schools
3. Responsible for the direct supervision of the accounting manager,

supervisor of buildings and grounds, food service supervisor,
transportation dispatcher, warehouse supervisor, and secretary to
the director of business affairs

4. Is responsible for indirect supervision of business office clerical,
custodial, cafeteria, transportation and related personnel through
the business office staff officials to whom direct supervision
has been delegated

5. Cooperates with instructional personnel; i.e., Assistant Superin-
tendent for Curriculum and Instruction, the Directors of Elementary,
Secondary, and Special Education and building administrators in
developing desirable standards of supporting Beryl7es

6. Maintains close relationship with TIES Coordinator re: development
of computer-based business systems

7. Interprets the supporting service needs and requirements to the
superintendent's cabinet
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RICHFIELD PUBLIC SCHOOLS
POSITION DESCRIPTION

Director of Elementary Education
District Administration
Assistant Superintendent for Curriculum Development and
Instruction (Interim: Superintendent of Schools)

I. BASIC FUNCTIONJURPOSE OF POSITION

To support the Assistant Superintendent for Curriculum Development
and Instruction in the establishment and ndminictration of an opera-
tional plan for review and development of curriculum and instructional
programs and materials in the elementary schools of the district. To

evaluate the program requirements of the elementary schools and to
plan and recommend program and service changes to meet the evolving
requirements.

II. DUTIES AND RESPONSIBILITIES OF THE POSITION

A. General Administration:
1. To evaluate the administration, staff performance, curriculum,

teaching nethods and accomplishments within each elementayy
school of the district

2. To interpret policies, rules and regulations, established by the
school board and superintendent for the guidance of all elemen-

tary school principals
3. To formulate policy and procedure decisions for the programs

and curricula of the elementary ,schools with the approval of the
school board and superintendent and to assure proper implementa-
tion by the elementary principals

4. To coordinate and give direction to continued research aimed at
improving curriculum and instructional methods in the elementary

schools of the district
5. To assist the Assistant Superintendents in defining the authorit:

and responsibility assigned to each elementary principal,
curriculum specialist, and special staff personnel in the elem-
entary schools

6. To coordinate and approve within the approved budget framework
all requisitions for textbooks, school equipment, and instruc-
tional supplies for the elementary schools

7. To assist in the preparation of the budget as it relates to
elementary school instructional supplies and equipment needed
to achieve curriculum and instructional objectives

8. To make recommendations to the Assistant Superintendent for
Curriculum Development and Instruction on any matter that will
improve the Richfield elementary schools
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9. To assist in planning and administering the summAr school And

after school program for the elementary schools
10. To advise and make recommendations on plant facilitiJc required

for elementary school instructional programs
11. To represent the school district at educational conferences

in matters relating to elementary school curriculum and instruc-
tion

12. To attend and participate in meetings of the superintendent's
cabinet

13. To keep informed on new developments in elementary school in-
struction and curriculum and to evaluate new concepts and
teaching methods for posoible use in the Richfield elementary
schools

14. To participate in the selection, assignment, and promotion ,c)-
elementary school professional personnel

15. To involve all personnel listed ih Section V-3 in the develop-
ment of district-wide policies and procedures.

B. Curriculum Development

1. To consult and advise with elementary school principals on
matters related to curriculum and program development

2. To organize and conduct curriculum planning sessions with
appropriate administrative and instructional personnel

3. To stimulate staff interest and understanding of new curriculum
models and materials by arranging vioitatiens, conferences,
availability of printed and visual materials, etc.

4. To maintain balance, continuity, sequence, and articulation
in the elementary school curriculum and instructional program
in accordance with district policies

C. Improvement of Instruction

1. To plan and administer cooperativ04 wi.h the Assistant
Superintendent for Administration and Personnel, a program of
instructional supervision

2. To give leadership and guidance to the elementary school
principals in carrying out their responsibilities for teacher
evaluation

3. To organize and diract in cooperation with the Director of
Secondary Education tnt activities of the K-12 curriculum
generalists and K-12 curriculum specialists

4. To assist in the planning and development of professional
growth activities to strengthen the capabilities of the in-
structional staff of the elementary schools

S. To assume a liaison role between the building administrators
and the central office on matters related to elementary
school curriculum and instructional programs
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D. School-Community Relations
To plan and coordinate a program of communication designed to

develop understanding and cooperation for the objectives and pro-
grams of the secondary school system on the part of staff personnel,
studants and parents.

E. Special Assignments
To perform such other duties or special assignments as may be

delegated by the Assistant Superintendent for Curriculum and
Instruction.

III. PROFESSIONAL GROWTH AND DEVELOPMENT

1. To keep informed on current trends in education through reading
of journals and books

2. To attend educational meetings, seminars and uorkshops, on local
district; regional and national levels

3. To visit schools with innovative and exemplary programs on a local
district, regional and national level

4. To continue professional development through attendance of workshops,
conventions and/or other professional in-service training

S. To maintain active participating membership in professional societies
6. To prepare materials for Alblication
7. To redefine position content consistent with the evolving nature

of relationships within the district

IV. UNITS OP AUTHORITY

1. To work within the policies, rules and regulations established by
the school board and the Assistant Superintendent for Curriculum
Development and Instruction

2. To approve expenditure requeo for instructional supplies and
equipment submitted by secondary school principals within the
budget limits established by the school board

3. Line of authority is limited to subordinates listed in Section V
4, To implement new curriculum and instructional policies and pre-

cedures of major change from existing practice only after approval
of the Assistant Superintendent for Curriculum Development and
Instruction
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V. RELATIONSHIPS WITH OTHERS

1. Line position (limited to matters of elementary school curriculum
development and instructional program)

2. Reports to and is accountable to the Assistant Superintendent for
Curriculum Development and Instruction (to Superintendent of
Schools - interim)

3. Responsible for the direct supervision of curriculum generalist
and specialists (joint with Director of Secondary Education),
elementary school principals (on matters relating to curriculum
development and instructional programming), and the secretary to
the Director of Elementary Education

4. Is responsible for indirect supervision of all elementary school
teaching staff and adminimtrative personnel on matters of curriculum
and instructional program through the respective elementary school
principals to whom direct supervision has been delegated

5. Maintains staff relationship with Assistant Superintendent for
Administration and Personnel in terms of instructional personnel
requirements for the elementary schools; with the Directors of
lecial Education, Secondary Education and Business Affairs and

Coordinator of Special Programs
6. Interprets the elementary school curriculum needs and requirements

to the superintendent's cabinet
7. Maintains close liaison with Director of Special Education

on matters relating to Special Education



RICHFIELD PUBLIC SCHOOLS
POSITION DESCRIPTION

POSIIION TITLE: rtrector of Secondary Education

DEPARTMENT/UNIT: District Administration

ACCOUNTABLE TO: Assistant Superintendent - Curriculum Development and

instruction (Interim: Superintendent of Schools)

I. BASIC FUNCTION/PURPOSE OF THE POSITION

To support he Assistant Superintendent for Curriculum Development

and Instruction in the establishment and administration of an operational

plan for continuous curriculum development and instructional program

improvement in the secondary schools of the district. To evaluate the

program requirements of the secondary schools and the plan and recommend

program and service changes to meet the evolving requirements.

II. DUTIES AND RESPONSIBILITIES OF THE POSITION

A. General Administration
1. To evaluate the administration, staff performance, curriculum,

teaching methods and accomplishments within each secondary

school of the district
2. To interpret policies, rules and regulations established by

the school board and superintendent for the guidance of all

secondary school principals

3. To formulate major policy and procedure decisions for the

programs and curricula of secondary schools with the approval

of the superintendent and school board and to assure proper
implementation by secondary school :qincipals

4. To coordinate and give direction to continued research aimed
at improving curriculum and instructional methods throughout

the secondary schools
5. To assist the Assistant Superintendent in defining the authority

and responsibility assigned to each principal, curriculum
specialist, and special staff personnel in the secondrry schools

to enhance achievement of program objectives
6. To assist in the preparation of the budget as it relates to

secondary schools instructional supplies and equipment needed
to achieve curriculum and instructional objectives

7. To coordinate and approve within the approved budget framework
all requisitions for textbooks, school equipment, and instruc-
tional supplies for the secondary schools

8. To make recommendations to the Assistant Superintendent for
Curriculum Development and Instruction on any matter that will
improve the Richfiel4 secondary schools
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9. To assist in planning and administerilg the summer school
program for the secondary schools

10. To advise and make recommendations on plant facilities re-
quired for secondary school instructional programs

11. To represent the school district at educational conferences
in matters relating to secondary school curriculum and instruc-
tion

12. To attend and participate in meetings of the superintendent's
cabinet

13. To keep informed on new developments in seconday school
instruction and curriculum and to evaluate new concepts and
teaching methods for possible use in the Richfield secondary
schools

14. To participate in the selection, assignment, and promotion
of secondary professional personnel

15. To involve all personnel listed in Section V-3 in the develop-
ment of district-wide policies and procedures

B. Curriculum Development
1. To consult and advise with secondary school principals on

matters related to curriculum and program development
2. To organize and conduct curriculum planning sessions with

appropriate administrative and instructional personnel
3. To plan and conduct summer curriculum writing team activities
4. To stimulate staff interest and understanding of hew secon-

dary curriculum models and materials by arranging visitations,
conferences, availability of printed and visual materials, etc.

5. To maintain balance, continuity, sequence, articulation in the
secondary curriculum and instructional rrogram accordance with
district policies

C. Improvement of Instruction
1. To plan and administer cooperatively with the Assistant Super-

intendent for Administration and Personnel a program of in-
struce.onal supervision

2. To give leadership and guidance to secondary school principals
in carrying out their responsibilities for teacher evaluation

3. To organize and direct in cooperation with the Director of
Elementary Education the activities of the K-12 curriculum
generalist and K-12 curriculum specialists

4. To assist in the planning and development of professional
growth activities to strengthen the capabilities of the in-
structional staff of the secondary schools

3. To AMMO a liaison role between building administrator,; and
the central office on matters relating to secondary school
curriculum and instructional programs
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D. School-Community Relations
To plan and coordinate a program of communication designed to

develop understanding and cooperation for the objectives and pro-
grams of the secondary school system on the part of staff personnel,
students and parents.

E. Special Assignments
To perform such other duties or special assignments as may be

delegated by the Assistant Superintendent for Curriculum and
Instruction.

III. PROFESSIONAL GROWTH AND DEVELOPMENT

1. To keep informed on current trends in education through reading
of journals and books

2. To attend educational meetings, seminars and workshops, on local
district, regional and national levels

3. To visit schools with innovative and exemplary programs on a local
district, regional and national level

4. To continue professional development through attendance of workshops,
conventions and/or other professional in-service training

5. To maintain active participating membership in professional societies
. To prepare materials for publication
7. to redefine position content consigitenv with the evolving nature

of relationships within Cut district

IV. UNITS OF AUTHORITY

1. To work within the policies, rules and regulations established by
the school board and the Assistant Superintendent for Curriculum
Development and Instruction

2. To approve expenditure reques for instructional supplies and
equ!,pment submitted by secondary school principals within the
budget limits established by the school board

3. Line of authority is limited to subordinates listed in Section V
4. To implement new curriculum and instructional policies and pro-

cedures of major change from existing practice only after approval
of the Assistant Superintendent for Curriculum Development and
Instruction



-4-

V. RELATIONSHIPS WITH OTHERS

1. Line position (limited to matters of secondary school curriculum
development and instructional program)

2. Reports to and is accountable to the Assistant Superintendent for
Curriculum Development and Instruction (to Superintendent of Schools
interim)

3. Responsible for the direct supervision of curriculum generalist and
specialists (joint with Director of Elementary Education), secon-
dary school principals (on matters relating to curriculum develop-
ment and instructional programming), and the secretary to the
Director of Secondary Education

4. Is responsible for indirect supervision of all secondary school
teaching staff and administrative personnel on matters of curri-
culum and instructional program through the respective secondary
school principals to whom direct supervision has been delegated

5. Maintains staff relationship with Assistant Superintendent for
Administration and Personnel in terms of instructional personnel
requirements for the secondary schools; with the TIES Coordinator
re: computer-based secondary school programs and with the Directors
of Elementary Education, Business Affairs and Special Education
and Coordinator of Special Programs

5. Interprets the secondary school curriculum needs and requirements
to the superintendent's cabinet



RICHFIELD PUBLIC SCHOOLS
POSITION DESCRIPTION

POSITION TITLE: Director of Special Education
DEPARTMENT/UNIT: District Administration
ACCOUNTABLE TO: Assistant Superintendent for Curriculum Development

and Instruction (Interim: Superintendent of Schools)

I. BASIC FUNCTIONATRPOSE OF THE POSITION

To support the Assistant Superintendent for Curriculum Development
and Instruction in the establishment and administration of an opera-

tional plan for review and development of special education services
and programs designed to meet the needs of students at all grade
levels in the district; to direct and give leadership to the educa-
tional program and cervices related to each instructional speciali-
zation defined by district policy as special education; to evaluate
special education program requirements and to plan and recommend
program a.id service changes to meet evolving requirements.

II. DUTIES AND RESPONSIBILITIES OF THE POSITION

1. To provide for effective organization and administration of special
education programs within and amongst school districts in accord-
ance with established local, state and federal policies, rules
and regulations

2. To develop and maintain close working relationships with the
Directors of Elementary and Secondary Education and building
principals at the elementary and secondary levels to assure their
participation in developing and cooriinating special education
services with the established educational program

3. To inform the Directors and school principals in advance of policy
or procedure changes in programs or schedules for atypical students
which may affect or influence other phases of the school program

4. To provide essential administrative support for handicapped students
by developing and administering a program of student placement,
referral and follow-up

5. To assist in the preparation of the budget as it relates to the
personnel, instructional supplies, and equipment needed to
achieve the special education program objectives

6. To administer within the approved budget framework all reqdisi-
tions for textbooks, school equipment and instructional supplies
for the special education programs and services

7. To keep informed on new developments in special education curri-
culum and instruction and to evaluate new concepts and teaching
methods for possible use in the Richfield special education pro-
gram
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8. To plan and administer cooperatively with the Assistant Superin-
tendent for Administration and Personnel a program of instructional
supervision and professional growth for special education pro-
fessional staff

9. To give leadership and guidance to the elementary and secondary
school principals in carrying out their responsibilities for
teacher evaluation

10. To plan, execute, and evaluate a plan for special education curri-
culum development and experimentation

11. To counsel and assist special education personnel in planning
and executing the services they provide for handicapped students

12. To assure appropriate use of psycho-educational and other diagnostic
procedures

13. To aid the Assistant Superintendent for Administration and Personne:
in the selection and assignment of professional personnel required
to meet the objectives of the special education program

14. To establish and clarify the working policies and methods to be
followed in the provision of the various special education
services and programs for the information and guidance of adminis-
trative and instructional staffs and the public

15. To prepare descriptive material for the information of teachers and
parents concerning the nature and purposes of the various special
education progtata and services

16. To evaluate the methods used and individual performance of all
professional staff members assigned to special education programs
and services to guide and improve performance

17. To advise and make recommendations on plant facilities required for
special education programs and services

18. To represent the school district at educational conferences in
matters relating to special education

19. To attend and participate in meetings of the superintendent's
cabinet

20. To coordinate and conduct a continuous reaearch program aimed at
improving curriculum, methodology and programs of special education
in the district

21. To make recommendations to the Assistant Superintendent for Curri-
culum And Instruction on any matter that will improve the Special.
Education program of the Richfield schools

22. To involve all personnel listed in Section V-3 in the development
of district-wide policies and procedures

23. To perform such other duties and special assignments as may be
delegated by th, Assistant Superintendent for Curriculum and Instruc
tion

III. nOPESSIONAL CROWII AND DEVELOPMENT

1. To keep informed on current trends in education though reading of
journals and books

2. To attend educational meetings, seminars and workshops, on local
district, regional and national levels



-3-

3. To visit schools with innovative and exemplary programs on a local
district, regional and national level

4. To continue professional development through attendance of work-
shops, conventions and/or other professional in-service training

5. To maintain active participating membership in professional societies
6. To prepare materials for publication
7. To redefine position content consistent with the evolving nature

of relationships within the district

IV. LIMITS OF AUTHORITY

1. To work within the policies, rules and regulations established by
the school board and superintendent

2. To approve expenditure raquests within approved budget limits for
instructional supplies and equipment submitted by special edu-
cation staff

3. Line authority limited to subordinates listed in Section V
4. To implement new policies and programs of major change in existing

practice only after approval of the Assistant Superintendent for
Curriculum Development and Instruction

V. RELATIONSHIPS WITH OTHERS

1. Line position (limited to matters of curriculum development and
instructional programming for special education)

2. Reports to and is accountable to the Assistant Superintendent for
Curriculum Development and Instruction (to Supt. of Schools-interim)

3. Responsible for the direct supervision of speech correctionists,
psychologists, SLD coordinator and resource teachers, tutors, home
and hospital instructors, vocational rehabilitation programs (where
children are placed in other districts); and the secretary to the
Director of Special Education

4. Is responsible for indirect supervision of all other special educa-
tion instructional staff, i.e., special class teachers, etc.,
through the respective building administrators to whom direct
supervision has been delegated

5. Maintains close liaison with directors of Elementary and Secondary
Education, all principals, Coordinator of Special Programa, Director
of Business Affairs, and Curriculum specialists
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6. Maintains staff relationship to Assistant Superintendent for Ad-
ministration and Personnel in regard to personnel requirements for
special education programs and services

7. Coordinates all special education programs closely with guidance
and counseling services, school nursing, and other related programs
and services

8. Interprets the special education program and service needs and
requirements to the Superintendent's cabinet



RICHFIELD PUBLIC SCHOOLS
POSITION DESCRIPTION

POSITION TITLE: Coordinator of Special Programs
DEPARTMENT/UNIT: District Administration
ACCOUNTABLE TO: Assistant Superintendent for Curriculum Development

and Instruction (Interim: Superintendent of Schoolsi

I. BASIC FUNCTION/PURPOSE OF POSITION

To direct and coordinate the programs in adult (continuing educa-
tion), summer schools, vocational education (evening programs), coopera-
tive part-time training programs in distributive, office, and trade
and industrial education and college and/or university extension.

II. DUTIES AND RESPONSIBILITIES OF THE POSITION

A. General Administration
1. To interpret policies, rules and regulations established by

the school board and administration for the guidance of all
staff responsible fo special programs area

2. To coordinate and give direction to continued research aimed
at improving the curriculum, methodology, programs and serviaes.
assigned to special program,.

3. To formulate policy and procedure methods for special programs
with approval of the Assistant Superintendent or Curriculum
Development and Instruction

.. To coordinate and approve within the approved budget frame-
work all requisitions for textbooks, school equipment, and
instructional supplies needed to achieve the objectives of
the respective special program

5. To assist in the preparation of the budget as it relate' to
the needs and requirements of all special program areas

6. To advise and make recommendations on plant facilities required
for special program implementation

7. To represent the school district at educational conferences
in matters relating to areas of program responsibility

8. To attend and participate in meetings of the supetintendent's
cabinet

9. To keep informed on new developments in adult education,
vocational education, summer schools, and college and univer-
sity extension programming and to evaluate new concerts and
programs for possible use in the Richfield schools

10. To assist the Assistant Superintendent for Administration
and Personnel on the selection, assignment, evaluation and
retention/dismissal of all instructional personnel required
for special program operations



-2-

11. To involve all personnel listed in Section V-3 in the develop-
ment of district level policies and procedures

12. To perform such other duties and responsibilities as may be
delegated by the Assistant Superintendent for Curriculum and
Instruction

B. Adult (Continuing Education)
1. To plan, coordinate, and give leadership to curriculum develop-

ment and program in adult education
2. To plan in cooperation with appropriate staff members the

program, policies, goals, philosophy, and objectives for the
various curricular areas represented in the program

C. Summer Schools
To coordinate the planning and development and to administer

the elementary and secondary summer school programs of the dist-
ricts.

D. Vocational Education
1. To plan and give leadership to the curriculum development in

the part-time occupational training program, and various work
experience programs

2. To coordinate various occupational and work-experience programs
with the total secondary school curriculum

3. To plan and direct a continuing education program for train-
ing adults in vocational areas

E. Off-Campus Extension Courses
To plan and give leadership to the development and implemen-

tation of a cooperative program of university and/or college
credit courses to meet the needs and requirements of teaching
and administrative staffs and other interested patrone.

III. PROFESSIONAL GROWTH AND DEVELOPMENT

1. To keep informed on current trends in education through reading
of journals and books

2. To attend educational meetings, seminars and workshops, on local
district, regional and national levels

3. To visit schools with innovative and exemplary program on a local
district, regional and national level

4. To continue professional development through attendance
of workshops, conventions and/or other professional in-
service training

5. To maintain active participating membership in professional
societies

6. To prepare materials for publication
7. To redefine position content consistent with the evolving nature

of relationships within the district
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I", LIMITS OF AUTHORITY

1. To work within the policies, rules and regulations established by
the school board and the district administration

2. To approve expenditure requests for instructional supplies and
equipment relating to special program requirements and within the
established budget limits

3. Line authority limited to subordinates listed in Section V, to
implement new curriculum and instructional policies and procedures
of major change from existing practice only after approval of the
Assistant Superintendent for Curriculum Development and Instruc-
tion

V. RELATIONSHIPS WITH OTHERS

1. Lime position
2. Reports to and is accountable to the Assistant Superintendent for

Curriculum Development and Instruction
3. Responsible for the direct supervision of! all professional and

noa-professional personnel required to staff the adult education,
summer school, cooperative part-time training programs, extension,
and adult vocational education programs

4. Maintain staff relationship with the Assistant Superintendent
for Administration and Personnel in terms of personnel require-
ments for special program areas, with the Directors of Elementary
and Secondary Education re: summer school programs and extension
offerings and with the secondary school principal and counselors
in regard to vocational education programs

5. Plans and coordinates an overall program of communication designed
to develop understanding and cooperation for each program area
on the part of school staff, students, parents, and patrons in
the community



RICHFIELD PUBLIC SCHOOLS
POSITION DESCRIPTION

POSITION TITLE: TIES Coordinator
DEPARTMENT /UNIT: District Administration
ACCOUNTABLE TO: Assistant Superintendent for Administration and Personnel

I. BASIC FUNCTION PURPOSE OF POSITION

To provide, through the TIES Program, all the computer services
for the Richfield School District; to serve as the communication link
between TIES personnel and district personnel using computer services;
to advise district personnel concerning the establishment of new or
revised systems and procedures concerned with administrative and
instructional uses of computers.

II. DUTIES AND RESPONSIBILITIES OF THE POSITION

A. Data and Information Handling
1. To develop and recommend to the district administration

policies, plans, and procedures for creation of data files,
standards for quantity and quality cf data, distribution of
output, scheduling of input and output data, new application
phase-ins and conversion phasing, and training for personnel
handling and preparing data

2. To interpret the data and information handling policies and
procedures established by the district and to assist the
Assistant Superintendent for Administration of Personnel in
following through to assure proper implementation and execu-
tion by district personnel

B. Data and Information Utilization
1. To advise district personnel in the interpretation of output

data
2. To assist in designing input and output procedures to achieve

maximum efficiency and utilization by users
3. To assist in iciemtifying input and output information to

achieve maximum efaciency and utilization by district
personnel

C. Terminal Equipment Operation
1. To supervise tL Tie and operation of all computer terminal

equipmF.nt

2. To plan, orgaul:1-,1. pnd implement a training program for com-
puter terminal. op.ltrAors

3. To assist in the recruitment, retention, supervision, and
evaluaticl of all district t6chulcal personnel involved in
terminal 6peration
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D. TIES and In-District Communication
1. To represent the Richfield district's requirements, needs,

and interests to TIES Program personnel
2. To inform all Richfield personnel of all possible applications

of TIM Computer services
3. To attend and participate in all Superintendent's cabinet

meetings
4. To make recommendations to the district administration on

any matter concerned with administrative and instructional
uses of computero

5. To consult with district staff and encourage the appropriate
use of computer cervices

E. In-Service Education
1. To develop and implement a program for maintenance of admin-

istrator awareness of computer applications for administration
2. To develop and implement a program for maintenance of in-

structional personnel awareness of computer application in
curriculum and instruction

3. To develop and implement an appropriate in-service program to
train clerical, teaching, and administrative personnel in the
proper utilization and operation oc the appropriate systems
(TIES) of information processing

F. New Developments in Computer Applications
1. To keep informed on new developments in educational applica-

tions of the computer and to recommend effective use of in-
formation and technology in both administrative and instru-
tional phases

2. To encourage the optimum identification and use of computer
applications through regular communications with district
personnel

G. Other Assignments
1. To attend and participate in all superintendent's cabinet

meetings
2. To interpret TIES policies and programs to the district

administrative staff
3. To represent the school district at educational conferences

in matters relating to computer applications in education
4. To plan and coordinate a program of communication designed

to develop awareness and understanding of computer technology
on the part of staff personnel, students, and parents

5. To perform such other duties or special assignments as may be
delegated by the Assistant Superintendent for Administration
and Personnel
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III. PROFESSIONA GROWTH AND DEVELOPMENT

1. To keep informed on current trends in education through reading
of journals and books

2. To attend educational meetings, seminars and workshops, on local,
district, regional and national levels

3. To visit schools with innovative and exemplary programs on a local
district, regional and national level

4. To continue professional development through attendance of work-
shops, conventions and/or other professional in-service train-
ing

5. To maintain active participating membership in professional
societies

6. To prepare materials for publication
7. To redefine position content consistent with the evolving nature

of relationships within the district

IV. LIMITS OF AUTHORITY

1. To work within the policies, rules and regulations established
by the school board and administration for participation in
the TIES Program

2. To coordinate the implementation of new computer procedures and
applications only after approval of the Assistant Superintendent
for Administration and Personnel

V. RELATIONSHIPS WITH OTHERS

1. Staff positions
2. Reports to and is accountable to the Assistant Superintendent

for Administration and Personnel; serves as a resource/counsultant
to all district personnel in matters relating to computer utiiiza-
tion

3. Provides indirect supervision to district personnel in their use
of computer services through the administrators to whom direct
supervision has been delegated

4. Communicates through the Assistant Superintendent for Administra-
tion and Personnel in formal relationships with line administrators
and staff personnel



RICHFIELD PUBLIC SCHOOLS
POSITION DESCRIPTION

POSITION TITLE: Elementary School
DEPARTMENT/UNIT: Elemegtay_gducation
ACCOUNTABLE TO: fl) Director of Elementaryltducation for all matters

pertaining to curriculum; (2)
Assistant Superintendent for all matters pertaining to
personnel

I. BASIC FUNCTION/PURPOSE OF THE POSITION

The elementary school principal is the recognized head of a school.
He is resnonsible for the efficient operation of the school under his
direction and is expected to strive constantly to achieve and maintain
the best possible educational program and environment for learning.
He is responsible for implementing the policies of the district in
his school.

II. DUTIES AND RESPONSIBILITIES OF THE POSITION

1. Policy Development and Decision Making
a. To attend meetings as scheduled by the superintendent, assist-

and superintendent and the director of elementary education
b. To serve on district committees to study policy questions,

recommend policy revision, and to formulate and reconvend new
policies

c. To advise central office administrators of the strengths and
weaknesses of present policies and the need for additional
policies

d. To involve teachers and students in the development of building
level policies

e. To communicate and interpret district and building policies
to teachers, parent and students

2. Personnel Administration
a. Pofessional personnel

(1) To advise the director of elementary education and the
assistant superintendent of staff needs

(2) To participate in the recruitment, employment, assign-
ment, promotion and dismissal of teachers

(3) To orient new teachers
(4) To schedule and conduct staff meetings
(5) To maintain morale on the teaching staff within the limit

of authority
(6) To arbitrate disputes between staff members
(7) To acquaint the staff with their duties and responsibilitie
(8) To organize and direct the work of advisory groups and

committees as needed
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b. Student personnel

(1) To assign students to regular classes
(2) To provide for the health, safety and welfare of the

students at all times
(3) To maintain student discipline in the building, on the

school grounds, and at all school events
(4) To maintain student records according to district policy
(5) To assign a supervisor to the safety patrol

c. Non-instructional Personnel
(1) To supervise the wok of the office staff
(2) To supervise the school nurse

3. Supervision of Instruction
a. To supervise the distribution of instructional equipment

and supplies
b. To participate in establishing an instructional equipment and

supply budget for the building
c. To coordinate the services of special teachers
d. To direct the testing program in cooperation with teachers and

psychologists
e. To prepare daily and long-range schedules for regular and

special teachers
f. To schedule space for special events and for use by regular

and special teachers
g. To work with other administrators in the horizontal and vertical

articulation of the educational program
h. To hold individual and group conferences and classroom visitatiof

with teachers for thy: improvement of instruction and morale
i. To serve on district curricular committees
j. To prepare an annual evaluation report for each employee who

is supervised by the principal as directed by the assistant
superintendent

k. To encourage continued professional growth of teachers by
recommending reading material, institutes, conferences and
workshops

1. To help plan and direct the pre-school and other workshops for
teachers

4. Plant and Office Management
a. To inspect the building regularly and report need for care, main.

tenance, safety and security
b. To cooperate in ieeuing building use permits
c. To prepare reports as requested by those to whom accountable
d. To maintain inventory of instructional equipment as established

by district policy
e. To supervise the collection, handling, and reporting of school

money
f. To recommend summer and vacation work projects for the

improvement of the bui)ding and grounds
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5. School-Community RiJlations
a. To supervise the development of school bulletins and handbooks
b. To participate in parent conferences as needed
c. To participate in the local PTA, service clubs and other

community affairs
d. To encourage publicity of school activities according to

district policy
e. To assist in district efforts to explain the strengths and

needs of the schools
f. To facilitate community use of the schools as established by

district policy
e. To maintain liaison with community law and other enforement

and welfare agencies
6. Special Assignments

To perform such other duties or special assignments as may be
delegated by the Director of Elementary Education and the Assistant
Superintendent.

III. PROFESSIONAL GROWTH AND DEVUOPMENT

1. To keep informed on current trends in education through the reading
of journals and books

2. To attend educational meetings, seminars and workshops on the local
district, regional and national levels

3. To vipit schools with innovative and exemplary programs at the
local, regional and national level

4. To continue professional development through attendance of work-
shops, conventions and/or other professional in-service training

5. To maintain active and participating membership in professional
societies

6. To prepare materials for publication
7. To Ledefine position content consistent with the evolving nature

of relationships within the district

IV. LIMITS OF AUTHORITY

1. To operate within budget limits
2. To maintain a school consistent with state law and school district

policy
3. To promulgate awl enforce reasonable rules pertaining to the conduct

of students and teachers, providing such rules are not in conflict
with written district policies
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V. RELATIONSHIPS WITH OTHERS

1. Line relationship to the Director of Elementary Education for all
matters pertaining to curriculum

2. Line relationship to the Assistant Superintendent for all matters
pertaining to personnel

3. Maintain class liaison with the Director of Special Education for
all matters pertaining to Special Education

4. Daily work direction to the office staff
5. Maintain, close liaison with the chief custodian, head of the

cafeteria staff, and district curriculum specialists
6. Maintain liaison with Director of Business Affairs



RTCHFIELD PUBLIC SCHOOLS
PUITION DESCRIPTION

POSITION TITLE: Secondary School Principal
DEPARTMENT/UNIT: Secondary Education
ACCOUNTABLE TO: (1) DirncLor of Secondary Education for all matters

pertaining to curriculum,; and
(2) Assistant Superintendent for all, matters pnrtainiqa

I. BASIC FUNCTION/PURPOSE OF 1HE POSITION

The secondary school principal is the recognized head of a school.
He is responsible for the efficient operation of the school under his
direction and is expected to strive constantly to achieve and maintain
the best possible educational program and environment for learning. He
is responsible for implementing tht. policies of the district in his
school.

II. DUTIES AND RESPONSIBILITIES OF THE POSITION

1. Policy Development and Decision Making
a. To attend meetings as scheduled by the Superintendent, Assist,

ant Superintendent and the Director of Secondary Education
b. To serve on district committees to study policy questions,

recommend policy revision, and to formulate and recommend new
policies

c. To advise central office administrators of the strengths and
weaknesses of present policies and the need for additional.

, ones
d. To involve teachers and students in the development of build-

ing-level policies
e. To communicate and interpret district and building policies

to teachers, parents and students
2. Personnel Administration

a. Professional Personnel
(1) To advise the Director of Secondary Education and the

Assistant Superintendent of staff needs
(2) To participate in the recruitment, employment, assignment,

promotion and dismissal of teachers
(3) To participate in the recuritment, employment, assignment,

promotion and dismissal of co-curricular faculty
(4) To orient new teachers
(5) To s chedule and conduct staff meetings



-2-

(6) To recommend the appointment of building department chair-
men and help define sucl positions

(7) To recommend the appointment of assistant principal(s)
and define his (their) responsibilities

(8) To maintain morale on the teaching staff within the
limits of authority

(9) To arbitrate disputes between staff members
(10) To acquaint the staff with their duties and responsibilitie,
(11) To organize and direct the work of advisory groups, council

and committees as needed
b. Student Personnel

(1) To organize and supervise registration, scheduling, pro-
gramming, attendance, grade reports, guidance records,
and district, state and national reports

(2) To provide for the health, safety and welfare of the stu-
dents at all times

(3) To maintain student discipline in the building, on the
school grounds, and at all school events

(4) To supervise and direct a student orientation and regis-
tration program for new students

(5) To supervise the student health program including the re-
porting of accidents

c. Non-instructional Staff
(1) To supervise the work of the office staff
(2) To supervise the school health personnel

3. Supervision of Instruction
a. To supervise the procurement and distribution of instructional

equipment and supplies
b. To participate in establishing an instructional equipment anA

supply budget for the building
c. To supervise the guidance and counseling services and the school

testing program
d. To coodinate and supervise student assemblies
e. 'To e.danister the co-curricular program

f. To work with other administrators in the horizontal and vertical
articulation of the educational program

g. To hold individual and group conferences and classroom visitsti,
with teachers for the improvement of instruction and morale

h. To serve on district iirricular committees
i. To prepare an annual ,evaluation report for eAch employee who is

supervised by the principal as directed by the Assistant Super-
intendent

k. To hel. plan and direct the pre-school and other workshop for

teachers

1. To evaluate and make recommendations to the Assistant Super-
ihtendent pertaining to the athletic program

4. Plant and Office Management
a. To inspect the building regularly and report need for care,

maintenance, safety and securiy
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b. To cooperate in issuing building use permits
c. To prepare reports as requested by those to whom accountable
d. To maintain inventory of instructional equipment as established

by district policy
e. To assign supervisors as required for functioning of the edu-

cational program
f. To supervise the collection, handling and reporting of school

money
g. To plan and recommend summer and vacation work projects for the

improvement of the building and grounds
5. School-Community Relati'na

a. To supervise the development of school bulletins and handbooks
b. To participate in parent conferences as needed
c. To participate actively in the local PTA, service clubs and

lay advisory and citizens groups
d. To encourage publicity of school activity according to district

policy
e. To assist in district efforts to explain the strengths and needs

of the schools
f. To facilitate community use of the school as established by

district policy
g. To maintain liaison with community law and other enforcement

and welfare agencies
6. Special Assignments

To perform such other duties or special assignments as may be
delegated by the Director of Secondary Education and the Assistant
Superintendent.

III. Oln jaSISMALZEILMDMEVELQ1±M

1. To keep informed on current trends in education through the reading
of journals and books

2. To attend educational meetings, seminars, and workshops on the local
district, regional and national levels

3. To visit sch44ls with innovative and exemplary programs at the
local, regional and national level

4. To continue professional development through attendance of work-
shops, conventions and/or ether professional in-service training

S. To maintain active and participating membership in professional
societies

6. To prepare materials for publication
7. To redefine position content consistent with the evolving nature

of relationships within the district
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IV. LIMITS OF AUTHORITY

1. To operate within budget limits
2. To maintain a school consistent with state law and school district

policy
3. To promulgate and enforce reasonable rules pertaining to the con-

duct of students and teachers, providing such rules are not in con-
flict with written district policies

V. RELATIONSHIPS WITH OTHERS

1. Line relationship to the Director of Secondary Education for all
matters pertainin to curriculum

2. Line relationship to the Assistant Superintendent for all matters
pertaining to personnel

3. Maintain class liaison with the Director of Special Education for all
matters pertaining to special education

4. Daily work direction to the office staff
5. Line relationship to the assistant principals, librarians, counselor

teachers and nurses
6. Maintain close liaison with the chief custodian, head of the cafeteria

staff, Director of Business Affairs, athletic director and district
curriculum specialists



RICHFIELD PUBLIC SCHOOLS
POSITION DESCRIPTION

POSITION TITLE: Assistant High School Principal
DEPARTMENT/UNIT: Secondary Education
ACCOUNTABLE TO: High School Principal

I. BASIC FUNCTIONUTRPOSE OF THE POSITION

To assist the principal in administering the senior high school
program so as to achieve thq best possible opportunities for student
educational and personal development.

II. DUTIES ANT' RESPONSIBILITIES OF THE POStELOA

(Two assistant principals perform these duties. In some instances
they share responsibilities and in others they work iadependentally.
The princiapl is responsible for assigning duties to assistant princi-
pals.)

1. To evaluate the teaching methods, performance, and achievement of
certificated personnel in departments as Assigned by the principal

2. To assist the principal in developing and implementing a philosophy
of education and administration which incourages a feeling of parti-
cipation and enthusiasm on the pact of all staff members

3. To sulervise certain office activities as assigned by the principal
4. To represent the principal at professional and comotnity meetings

as assigned by the principal
5. To participate in the creation of policies and rules pertaining to

pupil conduct and applying such policies and rules to one grade
level as assigned by the principal

6. To supervise student registration
7. To build the master schedule
8. To coordinate data processing procedures for the high school
9. To supervise attendance procedures

10. To work with the athletic director and the principal in planning
and executing the supervision of students at athletic events

11. To supervise extra curricular activities as assigned by the prin-
cipal

12. To assist the principal in his work with class advisors in class
activities

13. To assist the principal in commencement exercises
14. To work with the principal and others designated by him to involve

students and teachers in the development of building level policies
15. To schedule lunchroom monitors
16. To assume responsibility in the school when the principal is absent

or sharing responsibilities with the other assistant principal
as directed by the principal
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17. To make recommendations to the principal on any matter which may
improve the quality and/or functions of the Richfield High School

18. To assist in the employment of teachers
19. To maintain liaison with community law and other enforcement and

welfare agencies as directed by the principal
20. To perform such other duties or special &ssignments as may be

delegated by the High School Principal

III, PROFESSIONAL GROWTH AND DEVELOPMENT

1. To lir p informed on current trends in education through the reading
of Journals and books

2. To attend educational meetings, seminars, and workshops on the
local district, regional and national levels

3. To visit schools with innovative and exemplary purposes at the
local, regional and national level

4. To continue professional development through attendance of
workshops, conventions and/or other professional in-service
training

5. To maintain active and participating membership in professional
societies

6. To prepare materials for publication
7. To redefine position content consistent with the evolving nature

of relationships within the district

IV. LIMITS OF AUTHORITY

Authority as delegated by the principal

V. RELATIONSHIPS WITH OTHERS

1. Line relationship with the principal
2. Line relationship to teachers as specifically delegated by the

principal



RICHFIELD PUBLIC SCHOOLS
POSITION DESCRIPTION

POSITION TITLE: Assistant JuniosHighSchool Principal
DEPARTMENT/UNIT: Secondary Education
ACCOUNTABLE TO: Junior High School Principal

I. BAULLFUNCTIONLFURPOSE OF THE POSITION

To assist the principal in administering the junior high school
program so as to achieve the best possible opportunities for student
educational and personal development

II. DUTIES AND RESPONSIBILITIES OF THE MITION

1. To supervise student control procedures
2. To maintain liaison with local law enforcement and welfare agencies

as required
3. To supervise pupil personnel services, including counseling, regis-

tration, accounting and attendance
4. To supervise extra-curricular activities of the school
S. To coordinate the services of special teachers and department, such

as speech correction, psychological services, health services,
homebound institution library services, and special education
classes

6. To assist in the selection of teachers
7. To ABIallt the principal in the public rotations program
8. To assist the principal in observing, conferring with, and counsel-

ing all certified staff members
9. To assist the principal in the in-serviee education program

10. To assist the principal in evaluating the curriculum and making
recommendations for improvement

11. To assist the principal in carrying out the policies of the school
district

12. To atevflo responsibility for the school in the absence of the prin-
cipal

l3. To attend Nopropriate meetings and conferences as a representative
of the juni,G high school

14. To develco r!.0 milPer schedule
1S. To coordinate (40.3 processing for the school

16. To orient substitute teaches
17. To maintain inventory of school equipment and textbooks
18. To perform suei, ether duties or special assignments as may be

delegated by the Junior High School Prin6ipal
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III PROFESSIONAL GROWTH AND DEVELOPMENT

1. To keep informed on current trends in education through the reading
of journals and books

2. To attend educational meetings, seminars and workshops on the local
regional and national levels

3. To visit schools with innovative and exemplary programs at the
local, regional and national level

4. To continue professional development through attendance of work-
shops, conventions and/or other professional in-service traiaing

5. To maintain active and participating membership in professional
societies

6. To prepare materials for publication
7. To redefine position content consistent with the evolving nature

of relationships within the district

IV. LIMITS OF AUTHORITY

Authority is delegated by the principal

V. RELATIONSHIPS Willi_OTMQ.

1. Line relationship with the principal
2. Line relationship to teachers as specifically delegated by the

principal
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RICHFIELD PUBLIC SCHOOLS

ADMINISTRATOR'S PERFORMANCE REVIEW

NAME POSITION

DEPARTMENT/UNIT

APPRAISAL PFRIOD: FROM THROUGH

ACCOUNTABLE TO:

DIRECTIONS:

List the primary tasks, duties, and reponsibilities oP the administrative
position in the space below. Any alteration from the approved position des-
cription should be noted. The administrator's whose performance is reviewed
should rate himself on each task in the space under "Administrator Self-Rating".
The administrator or supervisor to whom the reviewer is directly accountable
must then rate the reviewee on each taskiresponsitility, complete the perfor-
mance review summary and recommendation, discuss the rating and recommendation
with the administrator reviewed and forward to the Assistant Superintendent
for personnel.

mlw.mmol-
111111

I, TASKS, DIMES, & RESPONSIBILITIES _Egyjewee Reviewed

Out- Nees It Out- Nees m
standing provement standing provement



-,C
2. PERFORMANCE REVIEW SUMMARY:

a. Record Areas of Strength and Outstanding Performance

b. Record Areas in Need of Improvement:

c. Record Specific Recommendations for Improvement Coals/Programs:

. EVALUATION SUMMON AND BECOMMENDATION:

Summary Comments:



b, Recommendation for Outstanding Performance Compensation:
YES NO

c. Signature of Reviewer POSITION

d. Signature of Administrator Being Reviewed: I certify that this per-
formance review has been discussed with me, I understand that my
signature does not necessarily indicate agreement.

Signature: Date:

4. Signature of Assistant Suporintendent for Personnel:

Comments:

S. Approved by

Superintendent

Date
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RICHFIELD PUBLIC SCHOOLS

GENERAL ADMINISTRATIVE ABILITY REVIEW

NAME POSITION

SCHOOL OR OFFICE

REVIEW PERIOD FROM TO

REVIEWER POSITION

INSTRUCTIONS FOR REVIEWER:

For each factor below, you are asked to rate the person on several elements
and then to describe in your own words his strong points and weaknesses. Base
your ratings on your own first-hand knowledge. If you know only what you have
heard from others, check the Don't know column.

1. EFFECTIVENESS WITH PEOPLE

Indicate to what extent each of the eight elements below is true of him.
Mark and "X" after each element in the appropriate column.

Almost True of
always him in
true of! the

him great
majority
of 'cases

True of More i of Don't
him in false true Know

the than of
majority true of im
of cases him

1. Represents his organization effec-
tively at all appropriate levels.

2. Is able to gain the confidence of
his superiors.

3. His decisions on human relations
problems promote morale and pro-
ductivity.

4. His decisions on whom to assign t
which jobs result in the optimal
utilization of employee abilities.

5, Doesn't like "yes men" as subor-
dinates.

6. Gets the full cooperation of other
units.

7. Is able to deal effectively even
with people who are opposed' to h

8. Gets people who work for him to
want to do their best.

Overall, hoi4 effective would he be
in DEALING WITH PEOPLE in the per-
formance of his duties?

Out- Very Setts-
standin satis-I factory

factor

Less
than
satis-
factory

Unsatis-
factory



Describe in our own words his strong points in dealing with people.
(Indicate the kinds of individuals and groups with whom he is most effective.)

On which aspects of dealing with people does he show the least strength?
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2, DECISION-MAKING ABILITY

Indicate to what extent each of the nine elements below is true of him. Mark
an "X" after each element in the appropriate column.

Elements

Almost
always
true of
him

True of
him in

the
great
majority
of cases

True of
him in

the

majority
of cases

More
false
than
true of
him

Not
true
of
him

Don't
know

1. Anticipates how people will react to
his decision and proposals.

2. Absorbs new data and concepts
quickly.

3. First gets the facts, then decides.
4. His decisions on the organization

of his unit promote coordination
and efficiency.

5. Changes his program and methods in
order to keep up with current needs
and developments.

6. His decisions on technical prob-
lems keep in mind the latest de-
velopments.

7. Broad-gaged in his approach to
problems.

8. Spots the key parts of complex
problems - doesn't get lost on
minor points.

9. Effective in thinking of new ap-
proaches to problems.

Overall, how effective would he be
in Making Decisions?

Out-
stand-
ing

Very
setts-
factory

Satis-
factory

Less
than

setts-
fa t.rJ

Unsatis-
factory

Describe in your own words his strong points relating to decision-making.
(Indicate the kinds of decisions and the aspects of decision-making, e.g., dealing
with facts, people, immediate vs. long-range problems, in which he is most effective.)

On which aspects of decision-making does he show the least strength?



3. PERSONAL CHARACTERISTICS

Indie.te to what extent each of the eight elements below is true of him, Mark
an "X" after each element in the appropriate column,

lAlmost

Elements
always
true of
him

True of 'True
him in

the

great
majority
of cases

of

him in
the

majority
of cases

More
false
than
true of
him

Not
true
of

him

Don't
know

1. Objective in considering divergent
and new points of view,

2. Flexible in his approach to prob-
lems.

3. Reliable - you can depend on what
he says.

4. Accepts responsibility; doesn't
pass the buck.

5. Adjusts easily to new eituationa,
problems and methods,

6. Keeps his head in an emergency.
7. When things go wrong he workds to '

fix them instead of making excuses.
8. Would give an honest report on a

problem even if it would hurt him
personally.

Overall, what is your evaluation of
his Personal Characteristics?

.

Out-
stand-
ing

Very
Satis-
factory

Satin-
factory

Less
than
Setts-
factor

Unsatis-

factory

Describe in your own words his strong points on the above list of personal
characteristics, or others which are significant for this position.

..
On which personal characteristics or other significant ones does he show the

least strength?



4. GENERAL EXECUTIVE ABILITIES

Indicate to what extent each of the 14 elements below is true of him. Mark
an "X" after each element in the appropriate column.

Elements

Almost
always
true of
him

True of
WM in

the

great
majority
of cases

True of
him in
the

majority
of cases

More
false
than
true of
him

Not
true
of
him

Don't
know

1. Delegates effectively.
2. Effective in checking on results.
3,. Sets priorities effectively.
4. Uses his manpower effectively.
5. Corrects situations when they need

improvement - doesn't wait for an
emergency.

6. A careful planner.
7. Handles effectively the administra-

tive details of day-by-day opera-
tions.

8. Effective in presenting budget re-
quests for his unit.

9. Selects highly capable subordinates.
O. Relates his work to the work of the
1. Takes into account the public rela-

tions implications of his actions.
2. Can handle many different problems

at the same time.
3. Works effectively even under frus-

trating conditions.
4. Properly balances interest in de-

tails and interest in broad prob-
lems.

verall, wi-lt is your evaluation of his
Execuiive Skills?

ffel

than
aatis-
rectory)

Unsatis-
factory

Out-
tandin:

Very
satis-
factory

--L1
Setts-
factory

.____-

1 r_

Der.w.ibe -.2ur own words his strong points, on the above executive skills.

_-_-----
On which excltntive skills does he show the least strength?
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Table 1

RATIO OF MEAN WEEKLY SALARY OF ELEMENTARY PRINCIPALS TO
WEEKLY SALARY OF SUPERINTENDENTS IN NINE SUBURBAN SCHOOL DISTRICTS

District 1966-67 1967-68 1968-69

A .633 .640 .649
B .607 .628 .610
C .532 .556 .585
D* .714 .682 .675
E .614 .623 .627
F .535 .522 .533
G .650 .596 .617
H .514 .523 .535
I .565 .599 .626

*Richfield

Districts in the study - not in the order listed above: Anoka, Bloomington,
Edina, Fridley, Osseo, North Saint Paul, Richfield, Saint Louis Park, and
White Bear Lake

Table 2

RATIO OF MEAN WEEKLY SALARY OF SENIOR HIGH SCHOOL PRINCIPALS
TO WEEKLY SALARY OF SUPERINTENDENTS IN NINE SUBURBAN SCHOOL DISTRICTS

District 1966-67 1967-68 1968-69

A .735 .729 .731

B .658 .681 .690
C .714 .683 .710
D* .753 .710 .719
E .732 .703 .734
F .643 .627 .614
G .686 .608 .708
H .584 .603 .676
I .684 .668 .680

*Richfield
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Table 3

RATIO OF MEAN WEEKLY SALARY OF JUNIOR HIGH SCHOOL Pi..TNCIPAL
TO WEEKLY SALARY OF SUPERINTENDENTS IN NINE SUBURBAN SCHOOL DISTRICTS

District 1966-67 1967-68 1968-69

A .682 .684 .690
B .609 .645 .664
C .638 .638 .674
D* .677 .662 .684
E .674 .650 .654
F .571 .590 .559
G .680 .627 .691
H .563 .584 .611
1 .665 .670 .717

*Richfield

Table 4

RATIO OF MEAN WEEKLY SALARY OF SENIOR HIGH SCHOOL ASSISTANT PRINCIPALS
TO WEEKLY SALARY OF SUPERINTENDENTS IN NINE SUBURBAN SCHOOL DISTRICTS

District 1966-67 1967-68 1968-69

A .627 .640 .663
B .591 .653 .678
C .594 .585 .597
D* .634 .625 .649
E .578 .538 .585'
F .510 .500 .587
G .546 .569 .626
H .401 .458 .519
I .584 .565 .639

i(Richfield



TE:ndr? 5

RATIO OF MEAN 'WEEKLY SALARY OF JUNIOR HICK Sa:00: ASSI:_;TAT
TO WEEKLY SALARY OF SUPERINTENDENTS IN NINE SUBUREA Ea007_

ALE:

D:'37R:CTS

District 1966-67 1967-68 1968-69

A .649 .655 .651

B .557 .596 .624
C .409 .430 .506
D* .571 .567 .597
E .526 .500 .539
F .522 .485 .449

G .566 .590 .453

H .374 .479 .525
I .559 .546 .626

Richfield

RATIO OF
TO WEEKLY SALARY

Tahlc, 6

DISIRICIC
MEAN WEEKLY SALARY OF ASSISTANT SUPERINTMDE
OF SUPERINTENDENT IN NINE SUBURBAN SCU3SL

District 1966-67 1967-68 196E;-6()

A .784 .777 .776

B .710 .720 .744

C .763 .825
D* ---- ---- .770
E .770 .738 .753

F .722 .721 .726
G .649 .696
H ---- .676
I .696 .706 .758

*Richfield
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Table 7

RATIO OF WEEKLY SALARY OF SECONDARY DIRECTORS TO
WEEKLY SALARY OF SUPERINTENDENTS IN NINE SUBURBAN SCHOOL DISTRICTS

Districts 1966-67 1967-68 1968-69

A .745 .739 .742
B .516 .541 .526
C .712 .729 - - --
D* .769 .747 .737
E .. .741 .737
F .694 .653 .645G____ ____ - - --H-- - - -- - - --
I .569 .627

*Richfield

NOTE: Variations in organizational structures, titles of positions, and position
descriptions for directors of secondary education make comparisons between
districts somewhat meaningless.

Table 8

RATIO OF WEEKLY SALARY OF ELEMENTARY DIRECTORS TO
WEEKLY SALARY OF SUPERINTENDENTS IN NINE SUPVTIBAN SCHOOL DISTRICTS

Districts 1966-67 1967-68 1968 -69

A .745 .740 .742
B .547 .562 .574
C .799 .798 - - --
D* .769 .747 .735
E .722 .740 .737
F .694 .653 .646
G .674 .686 .715
H .626 .654 .606
I .639 .648 .657

*Richfield
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Table 9

RATIO OF WEEKLY SALARY OF BUSINESS MANAGERS TO
WEEKLY SALARY OF SUPERINTENDENTS IN NINE SUBURBAN SCHOOL DISTRICTS

District 1966-67 1967-68 1968-69

A .494 .489 .507
B .710 .721 .744
C .728 .729 .518
D* .573 .548 .573
E .634 ---- .659
F ---- .557 - - --
G .674 .686 .715
H .591 .610 .631
I .679 .687 .640

*Richfield

Table 10

RATIO OF MEAN WEEKLY SALARY FOR ELEMENTARY SCHOOL PRINCIPALS AND
SENIOR HIGH SCHOOL PRINCIPALS IN NINE SUBURBAN SCHOOL DISTRICTS

District 1966-67 1967-68 ].968 -69

A .861 .878 .889
B .923 .923 .883
C . 746 .814 .823
D* .948 . 961 . 938
E .839 ,888 .854
F .832 .832 .866
G .950 .980 , 871
H .880 .866 .790
I .827 .895 .919

*Richfield



89

Table 11

RATIO OF MEAN WEEKLY SALARY FOR JUNIOR HIGH PRINCIPALS AND
SENIOP HIGH PRINCIPALS IN NINE SUBURBAN SCHOOL DISTRICTS

District 1966-67 1967-68 1968-69

A .928 .939 .945
B .926 . 949 .962
C .895 .935 .949
D* .900 .932 .952
E . 921 . 927 . 893
F .889 .941 .909
G .994 1.032 . 976
H .964 .968 .904
I .973 1.000 1.054

*Richfield

Table 12

RATIO OF MEAN WEEKLY SALARY FOR ASSISTANT SENIOR HIGH PRINCIPALS
AND SENIOR HIGH PRINCIPALS IN NINE SUBURBAN SCHOOL DISTRICTS

District 1966-67 1967-68 1968-69

A . 853 .878 . 907
B .898 . 959 . 982
C .833 .856 .841
D* .84:1 .880 .904
E .780 .767 .798
F .794 .797 1.000
G .797 .935 .884
H .686 .759 .767
I .854 .845 .939

*Richfield
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Table 13

RATIO OF MEAN WEEKLY SALARY FOR ASSISTANT JUNIOR HIGH PRINCIPALS
AND SENIOR HIGH PRINCIPALS IN NINE SUBURBAN SCHOOL DISTRICTS

District 1966-67 1967-68 1968-69

A .882 .898 .891
B .862 .877 . 904
C .573 .631 .713
D* .759 .797 .831
E .719 .714 .736
F .813 .773 .730

. 813 .871 .646
H .641 .794 .776
I .818 . 817 . 920

*Richfield

Table 14

RATIO OF SALARIES PAID TO ASSISTANT SUPERINTENDENTS AND
HIGH SCHOOL PRINCIPALS IN NINE SUBURBAN SCHOOL DISTRICTS

District 1966-67 1967-68 1968-69

A 1.067 1.066 1.062
13 1.080 1.059 1.078
C 1.118 1.162
D* 1.032
E 1.052 1.159 1.028
F 1.124 1.150 1.181
0 1.068 .983
H 1.000

1.018 1.056 1.114

*Richfield
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Table 15

RATIO OF SALARIES PAID TO BUSINESS MANAGERS AND
HIGH SCHOOL PRINCIPALS IN NINE SUBURBAN SCHOOL DISTRICTS

District 1966:67 1967-68 lcoa-E!)

A .672 .671 .69z
B 1.079 1.059 1.073
C 1.020 1.067 .729
D* .761 .771 .793
E .866 ---- .69;
F ---- .888 - - --

G .984 1.129 1.009
H 1.013 1.011 .933
I .994 1.028 .942

*Richfield

Table 16

RATIO OF SALARIES PAID TO ELEMENTARY SCHOOL DIRECTORS AND
HIGH SCHOOL PRINCIPALS IN NINE SUBURBAN SCHOOL DISTRICTS

District 1966-67 1967-68 1966-69

A 1.013 1.01
B .832 .825 .832
C 1.119 1.169
D* 1.013 1.015 1.016
E .986 1.056 1.0.7)2

F 1.079 1.041
G .984 1.129 1.009
H 1.071 1.084 .899
I .934 .969 .566

*Richfield



Table 17

RATIO Of SALARIES PAID TO SECONDARY SCHOOL DIRECTORS
AND HIGH SCHOOL PRINCIPALS IN NINE SUBURBAN SCHOOL DISTRICTS

District 1966:67 1967-68 1968-69

A 1.013 1.0) 5 1.016
B .785 .794 .76z
C .997 1.068
D* 1.022 1.052 1.026
E 1.055 1.002
F 1.079 1.041 1.050
G
H

I .833 .938

*Richfield


