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  CBA 

QUALIFICATIONS AND DUTIES OF SUPERINTENDENT 
 
 
TITLE: Superintendent of Schools 
 
QUALIFICATIONS: Must possess those qualifications in education, 

training and experience which meet the
 requirements of the State Department of
 Education, the University of Wyoming, and the 
North Central Association of Colleges and 
Secondary Schools as a minimum requirement. 

 
REPORTS TO: Board of Trustees 
 
SUPERVISES: Principals and, generally, all staff 
 
PERFORMANCES RESPONSIBILITIES 
 
1. 
 

Executive 

The superintendent will act as the chief executive officer of 
the Board of Trustees, and will be responsible for the 
execution of policies as set forth by the Board.  He will be 
responsible for the supervision of the school plant and the 
school employees, and will be in direct control of all school 
activities.  Through delegated authority, he will be 
responsible for all activities of the school system. 

 
2. 
 

Advisory 

The superintendent will act as professional advisor to the 
Board in the formation of school policies.  He will be present 
at all meetings, will have a voice in discussions, but will not 
have a right to vote.  In case of a discussion of the 
superintendent's salary, quality of work or other personal 
matters, he may be asked to vacate the room, but otherwise no 
meeting will be conducted without his presence, unless 
circumstances make it inexpedient for him to attend. 

 
3. 
 

Professional 

a. Budget
 

. 



The superintendent will be the budget officer of the Board 
and will prepare an annual budget to be presented to the 
Board prior to its adoption subject to the Municipal 
Budget Act.  After adoption, the budget will direct the 
purchases of the superintendent.  At one of the regular 
meetings each month the superintendent is to report on the 
current status of all sections of the budget. 
 

b. Nominations
 

. 

He will nominate, for election by the Board, all employees 
of the system and will hire substitutes when necessary.  
Whenever possible, he will interview prospective 
candidates before nomination, and may visit teacher 
training institutions at school district expense for this 
purpose. 

 
c. Textbooks

 
, etc. 

He will submit to the Board for consideration and approval 
all courses of study and lists of basal textbook 
adoptions. 

 
d. Supplies and Materials

 
. 

Within the district budgetary restraints the 
superintendent will see, through regular delegated 
authority, that teachers, students, and custodians are 
supplied with adequate materials and supplies to carry on 
their activities. 

 
e. Calendar

 
. 

The calendar of the school year will be prepared by the 
superintendent with the advice of the staff, and he will 
present it to the Board prior to the close of school.  The 
calendar will record major events of the school year such 
as opening and closing of the school year, vacations, and 
holidays. 

 
f. Memberships

 
. 

The superintendent will keep abreast of educational 
developments in the state and nation by maintaining 
memberships in professional organizations and by attending 



professional meetings.  He will encourage the staff toward 
professional membership and participation in appropriate 
organizations. 

 
4. 
 

Supervisory 

The superintendent will visit classes as his other duties 
permit, and will observe methods of teachers as concerns 
instruction and discipline. 

 
 a. Faculty Meetings
 

. 

The superintendent will see that faculty meetings for the 
staff are scheduled and will see that the various 
buildings hold faculty meetings for improvement of the 
separate programs. 
 

b. Leadership
 

. 

The superintendent will be an educational leader, striving 
to initiate among his staff members a professional 
attitude.  He will work with the principals and teachers 
in an effort to keep courses of study abreast of modern 
techniques so that the curriculum at all levels will 
continually be strengthened and enriched. 
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File:CBEA/JHCEA 
 

Wellness 
 
NCSD#1 shall promote student well - being and academic achievement 
by supporting quality nutrition and physical activity as part of 
the learning environment.  The District recognizes that 
collaborating with parents, guardians, students, school personnel, 
health professionals and community members is an effective method 
of creating a healthy environment where children can learn about 
and adopt positive lifestyle habits.  Healthy eating patterns, 
respect for body-size differences, and physical activity are 
essential for students to reach their academic potential, full 
physical and mental growth, and lifelong health and well-being. 
 
 

 
Nutrition Education: 

· Students in grades K – 12 will receive nutrition education 
that teaches the knowledge, attitudes, skills and behaviors 
they need to adopt healthy and enjoyable eating habits that 
last a lifetime. 

 
· The staff teaching nutrition will be encouraged to pursue 

professional development in the area of nutrition education. 
 

· Whenever possible, the school cafeteria will offer a “learning 
laboratory” to expose students to healthy foods that may be 
unfamiliar to them. 

 
· The school district will build awareness among staff about the 

importance of nutrition, physical activity and body-size 
acceptance to the academic success and lifelong wellness of 
students. 

 
· The school district will encourage parents, guardians, 

teachers, school personnel, and students to serve as role 
models in practicing healthy eating and being physically 
active. 

 
 

 
Physical Education: 

· Students will receive physical education that actively engages 
them, regardless of skill level, and that teaches the 



knowledge, attitudes, skills and behaviors that students need 
to adopt and enjoy a physically active lifestyle. 

 
· Staff teaching PE will be encouraged to seek professional 

training and development in the area of physical activity. 
 

· Physical activity programs will be carried out in environments 
that reflect respect for body-size differences and varying 
skill levels. 

 
 

· The school district shall provide elementary students a daily 
recess of at least 20 minutes. 

 
· The option of an extra, elective, PE class will be offered at 

the high school. 
 

· Physical activity opportunities will focus on individual 
activities in addition to competitive and non-competitive team 
sports. 

 
· Students will be given opportunities of physical activity 

during the school day through daily recess periods, elective 
and mandatory PE classes, and the integration of physical 
activity into the academic curriculum. 

 
· The school district will provide an environment that 

encourages safe and enjoyable activity for all students. 
 

· Teachers and other school personnel will be discouraged from 
either using physical activity or withholding physical 
activity as punishment. 

 
· The school will encourage families and community members to 

support programs outside of the school that encourage physical 
activity. 

 
 
Nutrition Standards for all Foods Available on Each School Campus 
During the School Day: 
 

· The school district shall use the Dietary Guidelines for 
Americans, the USDA School Meal Program requirements, and the 
criteria for the USDA HealthierUS School Challenge to help 



decide what foods and beverages will be available to students 
during the school day. 

 
· A school authority will be responsible for monitoring the 

content of food and beverages in vending machines and school 
stores. 

 
· During each school day, the nutrition services program will 

offer lunch that meets the guidelines of the USDA’s National 
School Lunch Program. 

 
· Classroom snacks will feature healthy choices. 

 
· The sale of foods of minimal nutritional value shall be 

discouraged throughout the school district during the school 
day. 

 
· The building where the district-wide school lunch is served 

(LEMS) may not sell any food (in vending machines, school 
stores, or otherwise) that competes with the School Meal 
Program from 11:00 A.M. until the end of the last lunch 
period.  Schools may, however, sell 100% juice, water and milk 
throughout the entire school day.   

 
· The school district shall provide appealing and attractive 

meals to children that offer a variety of fruits and 
vegetables and whole grains. 

 
· The promotion of healthy foods – including fruits, vegetables, 

whole grains, and low fat dairy products – will be encouraged. 
 

· When possible, menus will be planned with input from students 
and include local, cultural, and ethnic favorites of the 
students. 

 
· Parent/guardians and staff-members will be encouraged to model 

healthy eating habits while on school property. 
 
 
 
 
Other School-Based Activities Designed to Promote Student Wellness: 
 

· School personnel will be discouraged from denying a student 
participation in more than one recess or other physical 



activity in any given day as a form of discipline or for 
instructional make-up time, unless an alternative avenue for 
physical activity is provided. 

 
· Dining room supervisory staff shall maintain a safe, clean, 

and pleasant eating environment. 
 

· Lunch periods will be scheduled as near to the middle of the 
day as possible. 

 
· Students shall have adequate time to eat, relax and socialize: 

at least 20 minutes after sitting down for lunch. 
 

· The district will provide enough space and serving areas to 
ensure student access to school meals with a minimum of wait 
time. 

 
· Convenient access to facilities for hand washing shall be 

available. 
 

· Safe drinking water shall be available throughout the school 
day. 

 
· The school district shall promote healthy eating and enjoyable 

physical activity and respect for body-size differences. 
 

· The district will encourage fundraising efforts that are 
supportive of healthy eating and physical activity. 

 
· The high school student council will be encouraged to assist 

elementary and middle school students in participating in 
physical activities during homecoming week and at other times 
throughout the school year. 

 
 

 
Maintain a District Wellness Advisory Council: 

· The school district shall utilize a District Wellness Advisory 
Council. 

 
· It is recommended that the wellness advisory council include: 

food service director, school nurse, parent/guardian 
representative, student representative, teacher(s), school 
board member, PE/health teacher, family and consumer science 



teacher, an administrator, other school district staff 
member(s), and community members.  

 
· Each school’s administrator shall ensure compliance with all 

federal, state, and local regulations pertaining to the 
wellness policy. 

 
· The Wellness Council shall, during the final quarter of each 

school year, set goals to be worked toward during the 
following school year and evaluated during the final quarter 
of the next school year.  The council will then report to the 
school board its’ recommendations for improvements and goals 
for the next school year. 

 
· The wellness policy itself shall be reviewed through the same 

(rotating review) process that is used in review of all Board 
policies. 

 
Adopted: 03/13/06 
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  CCB 

LINE AND STAFF RELATIONS 
 
 
The principals of the various buildings are responsible to the 
superintendent, and will work in close cooperation with him. 
 
The principals will be responsible for the administration of their 
respective buildings and enforce all the rules of the Board of 
Trustees, and they have authority to call upon all personnel in 
their building to this end. 
 
The superintendent will delegate authority to other employees in 
whatever manner appears to him to be best suitable for the general 
welfare of the system, keeping in mind that he is accountable to 
the Board for the results.  He will encourage individual initiative 
upon the parts of others.  However, as concerns the interpretation 
and execution of policies, or in case of a disagreement between the 
superintendent and any other employee, the decision of the 
superintendent supersedes that of any other, until otherwise 
decreed by the Board of Trustees. 
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  CH 

POLICY IMPLEMENTATION 
 
 
The principals will make no administrative regulations that 
establish policy or precedent, or tend to establish policy or 
precedent, for their building or for the system without first 
consulting with the superintendent. 
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  CHD (Also BFE) 

ADMINISTRATION IN POLICY ABSENCE 
 
 
If immediate action must be taken and the Board has provided no 
policy guides for administrative action, the superintendent will 
have the power to act. 
 
His decisions, however, will be subject to review by the Board at 
its next regular meeting.  It will be the duty of the 
superintendent to inform the Board promptly of such action and of 
the need for policy. 
 
 
 
Adopted:  05/10/71 
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File:
 

  CL 

ADMINISTRATIVE REPORTS 
 
 
The principals will make reports as may be required of them from 
time to time by the superintendent, on any matter that comes under 
their jurisdiction. 
 
 
 
Adopted:  02/21/72 
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File:
 

  CM 

SCHOOL DISTRICT ANNUAL REPORT 
 
 
Immediately after the close of the fiscal year, the clerk will 
submit his report to the State Superintendent of Public 
Instruction, the Niobrara County Clerk and Goshen County Clerk.  
This report will be on the forms provided by the State Department 
of Education in accordance with the Wyoming Education Code. 
 
 
LEGAL REF.: Wyoming Education Policies Reference Manual, code CM 
 
 
Adopted:  05/10/71 
Reviewed: 04/12/99; 11/17/03 
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  CCA-E 

                                            +--------+   
                                            ¦ PATRON ¦  
                                            +--------+ 
                                       +-------------------+ 
                                       ¦ BOARD OF TRUSTEES ¦   
                                       +-------------------+  
                                                 ¦ 
                          +-----------+  +--------------+   +-------------
-----+       +-----------+ 
                          ¦ SECRETARY +--¦SUPERINTENDENT+---¦ BUSINESS 
MANAGER +-------¦ SECRETARY ¦ 
                          +-----------+  +--------------+   +-------------
-----+       +-----------+ 
                                                 ¦                                                   
                                                 ¦                                                   
 +------------------+                            ¦                                
+----------------+ 
 ¦ LEMS/LC PRINCIPAL+----------------------------+------------------------
--------¦ NCHS PRINCIPAL ¦   +------------------+                            
¦                                +----------------+ 
          ¦                                      ¦                                         
¦         
+----------------------------------------------+ ¦       +----------------
-------------------------+ 
¦+-------------+          +----------+         ¦ ¦       ¦+----------+               
+------------+¦ 
¦¦ SECRETARIES ¦          ¦ TEACHERS ¦         ¦ ¦       ¦¦ TEACHERS ¦               
¦ SECRETARIES¦¦ 
¦+-------------+          +----------+         ¦ ¦       ¦+----------+               
+------------+¦ 
¦                               ¦              ¦ ¦       ¦     ¦                                   
¦ 
¦                               ¦              ¦ ¦       ¦     ¦                                   
¦ 
¦+------------+           +-------------------+¦ ¦       ¦+---------------
---+        +-----------+¦ 
¦¦ CUSTODIANS ¦           ¦ EDUCATIONAL ASST. ¦¦ ¦       ¦¦ EDUCATIONAL 
ASST ¦        ¦ CUSTODIANS¦¦ 
¦+------------+           +-------------------+¦ ¦       ¦+---------------
---+        +-----------+¦ 
¦                      +-----------------------+ ¦       +----------------
-------+                 ¦ 
¦                      ¦                         ¦                               
¦                 ¦ 



¦+-------------------+ ¦  +------------------+   ¦        +---------------
-----+ ¦  +-------------+¦ 
¦¦ ACTIVITY DIRECTOR ¦ ¦  ¦ FOOD SERVICE DIR +---+--------¦ TRANSPORTATION 
SUP ¦ ¦  ¦ ACTIVITY DIR¦¦ 
¦+-------------------+ ¦  +------------------+   ¦        +---------------
-----+ ¦  +-------------+¦ 
¦                      ¦      ¦                  ¦               ¦               
¦                 ¦ 
¦                      ¦      ¦                  ¦               ¦               
¦                 ¦ 
¦+----------------+    ¦  +-------+              ¦        +-------------+        
¦+---------------+¦ 
¦¦ SPECIAL ED DIR ¦    ¦  ¦ COOKS ¦              ¦        ¦ BUS DRIVERS ¦        
¦¦ SPECIAL ED DIR¦¦ 
¦+----------------+    ¦  +-------+              ¦        +-------------+        
¦+---------------+¦ 
+----------------------+                         ¦                               
+-----------------+ 
                         +-------------------+   ¦        +--------------+         
                         ¦ COMMUNITY ED COOR +---+--------¦ SCHOOL NURSE ¦        
  
                         +-------------------+   ¦        +--------------+         
                                                 ¦              
                                                 ¦              
                                           +-------------+      
                                           ¦ MAINTENANCE ¦      
                                           +-------------+                        
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