
HAVANA SCHOOL DISTRICT #126 
PRINCIPAL JOB DESCRIPTION 

 
The School Principal is the chief administrator and educational leader of the school.  
He/She is responsible to the Superintendent for the organization, supervision and 
administration of the school. 
 
The Principal is charged with the primary responsibility for improvement of instruction 
and instructional practices within the school.  The Principal’s primary function and the 
majority of his/her time are spent on curriculum and staff development including 
classroom observations, conferences and evaluations ensuring teacher effectiveness. 
 
The Principal communicates and relates the philosophy, policies and administrative 
procedures of the District to the instructional practices of the school for the highest 
possible standards of student achievement. 
 
LINE OF AUTHORITY 
  

 The School Principal has a direct line of responsibility to the Superintendent. 
 
QUALIFICATIONS AND REQUIREMENTS 
 

 Has had three years of successful teaching experience, preferably at the same 
school level as the principalship 

 
 Has had experience as a principal, assistant principal, a central office 

administrator, or in a supervisory position 
 

 Possesses a Master’s degree 
 

 Holds an Illinois Type 75 Administrative Certificate 
 
PERSONAL AND PROFESSIONAL QUALITIES 
 

 Must possess the proven ability to work and implement decisions tactfully, 
harmoniously and effectively with the students, teachers, public, Superintendent 
and other employees of the District in accomplishing the purpose of this position. 
 

 Must project a focus for the future for both the school and District and a thorough 
grasp of the principles of continuous improvement. 
 
 

 
 



 
PERFORMANCE RESPONSIBILITIES 
 

I. Instructional Leadership 
 

1. Supervises personnel assigned to the building with the goal of 
improvement of instruction and advancement of student achievement. 

 
2. Develops and implements a clearly articulated statement of mission 

through which all personnel assigned to the building share an 
understanding of, and commitment to, instructional goals, priorities, 
assessment, and accountability. 

 
3. Monitors, supervises, and evaluates teacher implementation of curriculum 

expectations. 
 

4. Establishes and maintains high standards and expectations for self, 
students, and staff. 

 
5. Maintains a school climate that is safe, orderly, purposeful, and conductive 

to both teaching and learning. 
 

6. Contributes to the development and accomplishment of building and 
District goals. 

 
7. Involves the instructional staff in the review, refinement, development, and 

implementation of curriculum. 
 

8. Provides assistance to teachers in the review, selection, development, 
and use of instructional materials. 

 
9. Works with Director of Special Education to coordinate Special Services 

Team activities, student cases study evaluations, and other matters 
related to special services or special education programs. 

 
10. Promotes and facilitates instructional and curricular articulation between 

the Havana School District Schools. 
 

II. Staff Development 
 

1. Involves staff in the planning of professional growth activities focused 
upon effective teaching strategies, and upon improvement of instruction. 

 
2. Leads by example by attending and/or leading staff development activities 

at the building and district level. 
 



3. Develops an ongoing program of professional/personal development for 
all building personnel. 

 
4. Supervises, observes, and evaluates all personnel assigned to the 

building in a manner conducive to improvement of instruction and 
professional growth. 

 
5. Participates in the recruitment, selection, and assignment of all building 

personnel. 
 

III. Communication/Community Relations 
 

1. Establishes clear and open lines of communication between parents, staff 
and children, and between staff, administration and the Board of 
Education. 

 
2. Prepares clear and concise written communications and reports, and 

maintenance of records of all correspondence. 
 

3. Identifies, clarifies, and communicates expectations for students and 
members. 

 
4. Utilizes building level and District publications intended to improve 

communication and increase understanding of building and District 
programs, services, or activities. 

 
5. Establishes productive parent-community-school relationships, as well as 

promotes parent and community development. 
 

6. Attends initial or involved IEP meetings. 
 

7. Establishes school communication goals and implements a public 
communication program. 

 
IV. Personal and Professional 
 

1. Establishes annual personal and professional development goals focused 
upon effective leadership characteristics, and specific job performance 
target areas. 

 
2. Participates in workshops, conferences, and/or other activities designed to 

maintain knowledge and skills regarding educational management, 
employee supervision and other matters pertaining to effective school 
administration. 

 
3. Maintains professional standards and ethics. 



 
V. Business and Building Management 
 

1. Maintains personnel, accounting, and business records required by law or 
by District policies and procedures. 

 
2. Develops, implements and manages building level budget processes and 

participation in District level processes. 
 

3. Maintains efficient procedures and controls for purchasing and use of 
supplies, equipment, and materials. 

 
4. Maintains appropriate supplies and materials inventories. 

 
5. Supervises and directs building and grounds maintenance and custodial 

activities. 
 

6. Develops short-term and long-term plans for school facilities utilization. 
 

VI. General Administration 
 

1. Develops and implements building rules and regulations, required for 
effective school operation. 

 
2. Supervises and monitors students and the general public at all extra 

curricular activities, including all athletic events, band and chorus 
concerts, fine arts events, and all daily club activities. 

 
3. Develops annual building level goals and assists in implementation of 

level goals. 
 

4. Participates and is involved in management team planning, problem 
solving and decision-making. 

 
5. Prepares reports and maintains records as required, or as appropriate to 

the fulfillment of assigned administrative responsibilities. 
 

6. Assumes such other duties and responsibilities as may be assigned by the 
Superintendent of Schools. 

 
 

 
 

 
 


