
MODESTO CITY SCHOOLS 

 

Job Description 

JC # 0401 

VICE PRINCIPAL, K-6 

 

OVERALL RESPONSIBILITY 

 

Under general direction, provide leadership and assume administrative responsibility for assisting with the 

administration and supervision of the assigned building site.  

 

 

SPECIFIC RESPONSIBILITIES 

 

1. Assist in formulating and administering school policies programs, and budgets.  

 

2. Assist in implementing the adopted Modesto City Schools curriculum, courses of study, standards, and the 

instructional program of the school. 

 

3. Act as administrative head of the school in the absence of the Principal. 

 

4. Assist in the selection, orientation, supervision, and evaluation of selected certificated and classified 

personnel. 

 

5. Assist in the administration of the District’s discipline and citizenship policies.  

 

6. Assist in the development, revision, and evaluation of curricula and instruction at the school and District 

levels. 

 

7. Assist in the review and analysis of data, and develop plans for the improvement of curriculum and 

instruction. 

 

8. Assist in the organization and implementation of assessment programs. 

 

9. Implement District guidelines for the promotion and retention of students. 

 

10. Assist in the site pupil services program; i.e., SST, IEP. 

 

11. Coordinate the preparation of expulsions, SARB referrals, school crime reports, and involuntary transfers to 

alternative programs. 

 

12. Manage and supervise the student attendance and implement attendance improvement programs. 

 

13. Assist in the coordination of categorical programs. 

 

14. Coordinate student body projects and activities. 

 

15. Work with Parent Advisory Committees, Site Advisory Councils, P.T.A., ELAC, etc. 

 

16. Promote positive home, school, and community relations. 

 

17. Assist in maintaining a safe, calm, and secure campus. 

 

18. Coordinate the ordering, distribution, and inventory of instructional materials. 

 

19. Maintain consistent and regular attendance. 

 

20. Effectively communicate and maintain cooperative relationships with those contacted during the course of 

work. 

 

21. Perform other related duties as assigned. 

 



VICE PRINCIPAL, K-6 (continued) 

 

 

 

WORK YEAR 

 

Approved days as authorized by the Management Salary Schedule. 

 

 

SALARY 

 

Management Salary Schedule 

 

 

QUALIFICATIONS 

 

 Knowledge/Ability 

  Minimum Requirements: 

Knowledge of and ability to apply curriculum development, implementation, and evaluation procedures 

and strategies. 

Knowledge of and ability to apply laws, codes, policies and regulations pertaining to the area of assigned 

responsibility. 

Knowledge of and ability to apply effective supervision and evaluation techniques. 

Knowledge of and ability to apply management, budgeting, and contract administration principles and 

practices. 

Ability to understand and implement complex oral and written directions given in English. 

Ability to communicate orally and in writing using correct English grammar, syntax, punctuation, and 

spelling. 

Ability to compose clear, complete, and concise correspondence and reports independently using correct 

English, grammar, syntax, punctuation and spelling. 

 

 

 Experience: 

Minimum Requirements: 

Three (3) years of successful, full-time experience in the public schools or private schools of equivalent 

status. 

 

 

 Education/Credentials 

Minimum Requirements: 

Bachelor's Degree; 

Valid California Teaching Credential; and 

Valid California Administrative Credential authorizing service as Vice Principal, K-6. 

 

Desirable Qualification: 

   Master's Degree 

 

 

 Physical Characteristics  

With or without the use of aids: 

Sufficient vision to read small print. 

Sufficient depth perception to file documents and relate the spatial distances between objects. 

Sufficient color perception to identify the color of clothing worn by students. 

Sufficient hearing to hear normal and telephone conversations. 

Ability to speak in a voice that can be clearly heard and understood on the telephone and in face-to-face 

conversations and by students within a 25 foot radius. 

Sufficient dexterity to manipulate small objects, print or write legibly, operate telephone, use computer 

keyboard, typewriter and other business machines. 

Sufficient physical ability to reach horizontally and vertically with arms. 

Sufficient physical ability, strength, balance, mobility, and stamina to climb stairs, sit for extended 

periods of time, and stand for extended periods of time. 

Sufficient lower body strength, stamina and mobility to walk, stoop, and bend. 



VICE PRINCIPAL, K-6 (continued) 

 

 

 

REPORTS TO: 

 

Principal 

 

 

 

Board Approved:  11/13/01 

 

Revised:  3/14/03 

Personnel Approved:  3/21/03 

Cabinet Approved:  4/1/03 

Board Approved:  5/12/03 


