
DYER COUNTY SCHOOLS 
 
TITLE:   PRINCIPAL (K-12) 
 
QUALIFICATIONS: A. EDUCATION:  

1. The applicant shall hold a valid Tennessee 
Teacher's Certificate based on degree. 

2. The applicant shall have at least eight (8) months    
teaching experience in a regular classroom. 

3. To be a supervising principal (without teaching 
duties) the applicant must have a principal's 
endorsement for the grades contained in the school.  

B. PERSONAL QUALIFICATIONS -- A well-balanced 
individual who:  

    1. Works well with adults and children.  
    2. Has initiative and leadership abilities. 
    3. Is willing to work long hours and adapt to various    

situations. 
4. Is never satisfied with the present situation, but is 

always seeking ways to improve the school in 
general, especially in areas of communication, 
understanding and allowing for individual 
differences in faculty and pupils, and continuously 
seeking ways to enrich the curriculum and provide 
for the welfare of the pupil and teachers.  

5. No person shall serve as principal who has any 
contagious or communicable disease in such form 
as might endanger the health of school children.  

6. The principal shall not have any pecuniary interest, 
directly or indirectly in supplying books, maps, or 
apparatus for the schools or to act as agent for any 
author, publisher, bookseller, or dealer.  

7. The principal should project attitudes of loyalty to 
the school, the school system, and those under 
whom he works.  

 
REPORTS TO:  Superintendent   
 
JOB GOAL: To provide instructional leadership and educational 

guidance for the school community.  
 
SUPERVISES:  
School staff assigned to the principal includes the following:  
1. Teachers  
2. Food Service workers and Managers  
3. Janitors 
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4. Educational Assistants  
5. School Secretaries 
6. Substitute Teachers  
 
PERFORMANCE RESPONSIBILITIES:  
1. Be responsible to the Board of Education through the Superintendent.  
2. Establishes and maintains an effective learning climate in the school.  
3. Initiates, designs, and implements programs to meet specific needs of the school.  
4. Keeps the Superintendent informed of the school's activities and problems.  
5. Prepares and submits the school's budgetary requests, and monitors expenditures 

of funds.  
6. Supervises the maintenance of all required building records and reports.  
7. Prepares or supervises the preparation of reports, records, lists, and all other   

paperwork required or appropriate to the school's administration.  
8. Works with various members of the central administrative staff on school 

problems of more than in school import, such as transportation, special services 
and the like.  

9. Keeps supervisors informed of events and activities of an unusual nature as well 
as routine matters related to the supervisors' accountability.  

10. Maintains productive relationships with students and parents.  
11. Budgets school time to provide for the efficient conduct of school instruction and   

business.  
12. Supervises the school's educational program.  
13. Leads in the development, determination of appropriateness, and monitoring of 

the instructional program.  
14. Programs classes within established guides to meet student needs.  
15. Assists in the development, revisions, and evaluation of the curriculum.  
16. Supervises the guidance program to enhance individual student education,   

development, and overall welfare of the child.  
17. Maintains high standards of student conduct and enforces discipline as necessary,   

according due process to the rights of the students.  
18. Establishes guides for proper student conduct and maintaining student discipline.  
19. Attends most special events held to recognize student achievement, and attends 

school sponsored activities, functions, and athletic events.  
20. Maintains and controls the various local funds generated by student activities.  
21. Serves as the school's instructional leader.  
22. Supervises the maintenance of accurate records on the progress and attendance of   

students.  
23. Assumes responsibility for the attendance, conduct, and maintenance of health of   

students.  
24. Assumes responsibility for his/her own professional growth and development 

through membership and participation in the affairs of professional organizations,  
through attendance at regional, state, and national meetings, through enrollment   
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courses, and the like.  

25. Keeps abreast of changes and development in the profession by attending 
professional meetings, reading professional journals and other publications, and   
discussing problems of mutual interest with others in the field.  

26. Supervises all professional, para-professional, administrative, and non-
professional personnel assigned to the school.  

27. Participates in the selection and supervision of all school building personnel.  
28. Supervises the school's teaching process.  
29. Approves the master teaching schedule and any special assignments.  
30. Orients newly assigned staff members and assists in their professional 

development, as appropriate.  
31. Evaluates and counsels all staff members regarding their individual and group  

performance.  
32. Conducts meetings of the staff as necessary for the proper functioning of the 

school.  
33. Assists in the inservice orientation and training of teachers, with special 

responsibility for staff administrative procedures and instruction.  
34. Recommends, according to established procedures, the removal of a teacher 

whose work is unsatisfactory.  
35. Makes arrangements for special conferences between parents and teachers.  
36. Assumes responsibility for the safety and administration of the school plant.  
37. Supervises the daily use of the school facilities for both academic and non-

academic purposes. 
38. Plans and supervises fire drills and an emergency preparedness program.  
39. Asserts leadership in times in civil disobedience in school in accordance with   

established board policy.  
40. Provides for adequate inventories of property under his/her jurisdiction and for 

the security and accountability for that property.  
41. Supervises all activities and programs that are outgrowths of the school's 

curriculum.  
42. Supervises and evaluates the school's extra-curricular program.  
43. Participates in principals' meetings, negotiations meetings, and such other 

meetings as are required and appropriate.  
44. Serves as ex officio member of all committees and councils within his/her school.  
45. Serves as a professional member of the Evaluation, Support, and Multi-   

Disciplinarian Team in certifying and serving handicapped children.  
46. Responds to written and oral requests for information.  
47. Assumes responsibility for all official school correspondence and news releases.  
48. Acts liaison between the school and the community, interpreting activities and 

policies of the school and encouraging community participation in school life.  
49. Serves as a member of such committees and attends such meetings as directed to 

by the Superintendent.  
50. Delegates authority to responsible personnel to assume responsibility for the  
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school in the absence of the Superintendent.  

51. Evaluates teachers on a regular basis according to Board policy and Tennessee 
Career Ladder Program.  

52. Performs other duties as requested by the Superintendent. 
  
The principal is the chief administrative officer of the school and has authority over all  
personnel assigned to school and all students attending the school.  Operating within the  
established policies and regulations approved by the Board of Education, he/she has the 
responsibility for the overall school program and conduct within the school.  The 
principalmay delegate authority at his/her discretion; however, he/she remains 
responsible in every instance.  The principal is responsible for establishing and 
publishing the rules and regulations pertaining to student conduct for the school.  These 
rules and regulations must be within the framework of existing Board policies.  
 
TERMS OF EMPLOYMENT: Eleven months for elementary level, Twelve months 

for secondary level.  Salary and work year to be 
established by the Superintendent and/or the Board. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Essential Job Functions 
Minimum Physical Safety Requirements 

Dyer County Board of Education 
 

Principal, K - 12  
Department - Instruction  
 
This position requires the employee to supervise the activities of a school, and is 
primarily an administrative position.  The employee must utilize the normal array of 
office equipment, including computers, copy machines, telephone, and other routine 
office machinery.   
  
SPECIFICATIONS -  
1. The employee must demonstrate the ability to perform the following static lifts on 

an occasional basis.  
  Leg Lift  - 55 lbs. dynamic, 110.0 lbs. static  
  Torso Lift  - 55 lbs. dynamic, 110.0 lbs. static  
  Arm lift  - 55 lbs. dynamic,   73.3 lbs. static  
 These lifts are required to lift and transfer up to 55-pound boxes of books.  
2. The employee must be able to meet the physical demands of the job.  
3. The employee must demonstrate the ability to read and write, and perform simple 

arithmetic.  The employee must be able to see and inspect documents, as well as 
accurately distinguish colors.  

4. The employee must meet the requirements (vision requirements) to gain a valid   
operators license to drive as needed to effectively perform the job. 
  

This outlines the essential functions of the job of Principal, K - 12 for the Dyer County 
Board of Education, and establishes the minimum requirements necessary to safely 
perform the tasks essential to the job. 
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