
 
 

 

           Code No. 300 
 

 STATEMENT OF GUIDING PRINCIPLES 
 
 
The administration of the school district shall provide the educational 
leadership to implement the district’s educational philosophy. It is 
the responsibility of the administration to implement and enforce 
policies developed by the Board of Directors. The Board of Directors 
and administrators mutually endorse the management team concept. 
 
 
 
Approved: 11/16/87  Reviewed:  2/5/18   Revised:  3/5/18 
 
 



 
 

 

           Code No. 301 
 

 SUPERINTENDENT OF SCHOOLS 
 
 
The superintendent of schools shall be the executive officer of the 
Board of Directors, and shall be directly responsible for the execution 
of the Board's policies, the faithful and efficient observance of the 
Board's rules by all employees, and the enforcement of all provisions of 
the law relating to the operation of the schools. 
 
 
 
Approved: 11/16/87  Reviewed:  2/5/18  Revised: 
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 SUPERINTENDENT OF SCHOOLS - QUALIFICATIONS 
 
 
The superintendent shall meet the certification requirements as 
designated by the Iowa Department of Education. 
 
 
 
Approved: 11/16/87  Reviewed:  2/5/18  Revised: 
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 SUPERINTENDENT CONTRACT AND CONTRACT NONRENEWAL 
 
 
The length of the contract for employment between the superintendent 
and the board is determined by the board.  The contract will begin on 
July 1 and end on June 30.  The contract will state the terms of 
employment and shall not exceed three years. 
 
The first three consecutive years of a contract issued to a newly 
employed superintendent is considered a probationary period.  The 

probationary period may be extended for an additional year upon the 
consent of the superintendent.  In the event of termination of a 
probationary or nonprobationary contract, the board will afford the 
superintendent appropriate due process, as required by law.  The 
superintendent and board may mutually agree to terminate the 
superintendent's contract at any time. 
 
It is the responsibility of the board to provide the contract for the 
superintendent.  The board may issue a temporary and nonrenewable 
contract in accordance with law. 
 
If the superintendent wishes to resign, to be released from a contract, 
or to retire, the superintendent must comply with applicable law and 
board policies. 

 
 
NOTE:  May 15 is the date established by Iowa law for notice of board 
action to consider termination of an administrator’s contract.  The 
board may select an earlier date but not a later date. 
 
 
 
Approved: 11/16/87  Reviewed:  2/5/18  Revised:  3/5/18 
  



 
 

 

           Code No. 301.3 
Page 1 of 2 

 

 SUPERINTENDENT OF SCHOOLS - FUNCTIONS 
 
 
The superintendent shall be the chief executive officer of the Board of 
Directors and the administrative head of all divisions and departments 
of the school system. 
 
The superintendent shall formulate recommendations for desirable changes 
to better accomplish district objectives, and shall execute necessary 
action and controls to carry out organization plans in an effective 

manner.  He/she may delegate responsibility for the operation of various 
segments for the school system, but he/she shall be responsible to the 
Board of Directors for the results produced. 
 
Other specific functions of the superintendent are: 
 
1. To administer the schools in conformity with the adopted policies 

of the board and the rules and regulations of the State Department 
of Education, and in accordance with state and federal laws. 

2. To develop administrative principles and procedures for 
implementing Board policies. 

3. To recommend employees for appointment, demotion, transfer, layoff 
or dismissal, in accordance with state law, the terms of the 
currently effective collective bargaining agreement, if applicable, 

and the policies of the Board. 
4. To assign all instructional and non-instructional personnel. 
5. To submit to the Board for review and/or approval of course 

offerings and curriculum revisions recommended by building 
leadership or curriculum committees. Recommend all textbooks and 
supplementary instructional materials in accordance with Board 
policies and District regulations. 

6. Recommend to the Board a proposed expenditures budget for the 
ensuing year as requested by Iowa Code and other regulatory 
mandates. 

7. To advise and recommend matters of business administration; to pass 
upon all proper requests for equipment and supplies; to point out 
possible economics and to supervise the purchasing, accounting and 
other non-educational activities of the school system. 

8. To assist the principals in appraising the effectiveness and 

outcomes of instruction. 
9. To keep informed of all statutory and legislative matters 

pertaining to the schools, and to keep the Board advised of 
legislative proposals and their effect upon the local educational 
program. 
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10. To keep the Board continually informed of the progress and 

conditions of schools.        
11. To conduct a continuous study of developments and long-range needs 

of the schools, and to keep the public so informed. 
12. To attend professional and educational meetings and state and 

national conventions for the purpose of keeping himself/herself 
informed regarding successful progress being made in schools in 
other areas.  The expense of same shall be approved by the 
district. 

13. The superintendent is empowered by the Board of Education to 
suspend and exclude from school any student whose conduct is 
detrimental to the general welfare of the student body or to the 
school district. 

 
 
 
Approved: 11/16/87  Reviewed:  2/5/18  Revised: 4/19/10 
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 SUPERINTENDENT OF SCHOOLS – EVALUATION 
 
 

The board will conduct an ongoing evaluation of the superintendent's 
skills, abilities, and competence.  At a minimum, the board will 
formally evaluate the superintendent on an annual basis.  The goal of 
the superintendent's formal evaluation is to ensure the education 
program for the students is carried out, promote growth in effective 
administrative leadership, clarify the superintendent's role, clarify 
the immediate priorities of the board, and develop a working 

relationship between the board and the superintendent. 
 
The superintendent will be an educational leader who promotes the 
success of all students by: 
 

 Facilitating the development, articulation, implementation, and 
stewardship of a vision of learning that is shared and supported 
by the school community.   

 Advocating, nurturing and sustaining a school culture and 
instructional program conducive to student learning and staff 
professional development.   

 Ensuring management of the organization, operations and resources 
for a safe, efficient and effective learning environment.   

 Collaborating with families and community members, responding to 

diverse community interests and needs and mobilizing community 
resources.     

 Acting with integrity, fairness and in an ethical manner. 
 Understanding the profile of the community, and responding to 

and influencing the larger political, social, economic, legal 
and cultural context. 
 

The formal evaluation will be based upon the following principles: 
 

 The evaluation criteria will be in writing, clearly stated and 
mutually agreed upon by the board and the superintendent.  The 
criteria will be related to the job description and the school 
district's goals; 

 At a minimum, the evaluation process will be conducted annually 
at a time agreed upon; 

 Each board member will have an opportunity to individually 
evaluate the superintendent, and these individual evaluations 
will be compiled into an overall evaluation by the entire board; 

 The superintendent will conduct a self-evaluation prior to 
discussing the board's evaluation, and the board as a whole will 
discuss its evaluation with the superintendent; 

 The board may discuss its evaluation of the superintendent in 
closed session upon a request from the superintendent and if the 
board determines its discussion in open session will needlessly 
and irreparably injure the superintendent's reputation; and, 
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 The individual evaluation by each board member, if individual 

board members so desire, will not be reviewed by the 
superintendent.  Board members are encouraged to communicate  

 their criticisms and concerns to the superintendent in the 
closed session.  The board president will develop a written 
summary of the individual evaluations, including both the 
strengths and the weaknesses of the superintendent, and place it 
in the superintendent's personnel file to be incorporated into 
the next cycle of evaluations. 

 

This policy supports and does not preclude the ongoing, informal 
evaluation of the superintendent's skills, abilities and competence. 
 
 
 
Approved:  11/16/87       Reviewed:  2/5/18       Revised:  3/5/18 

 
 
NOTE:  Boards that have more detailed evaluation procedures may include those here.  The evaluation 
instrument may be added as an exhibit. 
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 SUPERINTENDENT PROFESSIONAL DEVELOPMENT 
 
 
The board encourages the superintendent to continue professional growth 
by being involved in professional organizations, attending conferences, 
continuing the superintendent's education, and participating in other 
professional activities. 
 
It shall be the responsibility of the superintendent to arrange the 
schedule of events in order to enable superintendent's attendance at 
various conferences and events. 

 
 
 
Approved: 2/13/89  Reviewed:  2/5/18  Revised: 
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SUCCESSION OF AUTHORITY TO THE SUPERINTENDENT 
 
 
In the absence of the superintendent, it is the responsibility of the 
other administrators to assume the superintendent's duties.  The 
succession of authority to the superintendent is in this order: greatest 
acquired tenure within the district among building principals unless 
designated otherwise by the superintendent.                    
                                                        
If the absence of the superintendent is temporary, the successor will 
assume only those duties and responsibilities of the superintendent that 

require immediate action and duties for which the successor is 
appropriately licensed to fulfill pursuant to rules adopted by the Iowa 
Board of Education Examiners.   
  
If the board determines the absence of the superintendent will be a 
lengthy one, the board will appoint an acting superintendent to assume 
the responsibilities of the superintendent.  The successor will assume 
the duties when the successor learns of the superintendent's absence or 
when assigned by the superintendent or the board.  
  
References to "superintendent" in this policy manual will mean the 
"superintendent or the superintendent's designee" unless otherwise 
stated in the board policy. 
 

 
 
Approved: 6/7/21  Reviewed:    Revised: 
 
  
Legal Reference:        
Iowa Code § 279.8 
281 I.A.C. 12.4(4). 
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 BUILDING PRINCIPALS - QUALIFICATIONS 
 
 
All candidates shall have earned a minimum of a master's degree, with a 
major in educational administration from an accredited college or 
university.  They must hold a valid state certificate to practice as a 
school principal from the Iowa Department of Education. 
 
 
 
Approved: 11/16/87  Reviewed:  2/5/18  Revised:  1/15/01 
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 BUILDING PRINCIPALS - APPOINTMENTS 
 
 
Elementary and secondary school principals shall be appointed by the 
Board of Education upon the recommendation of the Superintendent of 
Schools for a one-year period.  After serving for at least nine months, 
a principal may be employed for a term not to exceed two years, which 
term may be renewed annually. 
 
 
 
Approved: 11/16/87  Reviewed:  2/5/18  Revised:  



 
 

 

           Code No. 303.3 
Page 1 of 3 

 

 BUILDING PRINCIPALS - FUNCTIONS 
 
 
REPORTS TO: Superintendent 
 
SUPERVISES: 1. All staff assigned to the designated principal. 
   2. Resource and service personnel while functioning in 

assigned school. 
 
JOB GOAL:  To provide the educational and administrative leadership 

necessary to maintain the optimal educational program for 
students and staff of his/her building. 

 
 PERFORMANCE RESPONSIBILITIES 
 
I. Supervision and Evaluation of Assigned Staff 
 
 1. Implements ongoing supervision and evaluation of certified 

staff which provides specific feedback on areas of strength as 
well as specific suggestions for improvement of job 
performance.  He/she facilitates staff to reach their 
potential through understanding and skillful presentation of 
techniques, approaches, and methods recognized as effective 
teaching strategies. 

 
 2. Implements ongoing supervision and evaluation of support staff 

assigned to the building principal which provides specific 
feedback on staff performance of their job responsibilities. 

 
 3. Makes recommendations on personnel matters to the 

superintendent, based on supervision and evaluation. 
 
II. Curriculum and Instructional Leadership 
 
 1. Strives to implement the district's philosophy of education 

and instructional goals and objectives.  Under the direction 
of the superintendent, it is the responsibility of the 
principal to see that established curriculum, materials, 
course of study and accepted classroom procedures are used. 

 
 2. Provides direction for his/her school through development of 

short- and long-range building goals. 
 
 3. Collaborates with the superintendent for instructional 

improvement through staff development, in-service programs and 
evaluation of present program. 
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 4. Provides for cooperative, on-going curriculum evaluation.  

Clearly articulates the mission and concepts of the total 
school program to the staff, drawing attention to the areas 
that need strengthening. 

 
 5. Works with staff to provide an articulated, responsive program 

that meets the broad range of anticipated needs of students. 
 
 6. Makes recommendations to the superintendent on matters of 

curriculum change which affect his/her building. 

 
III. Communication with Students, Staff, Parents and Community 
 
 1. Interprets the school's program to the community and enlists 

the participation of the community in school life.  Provides 
for positive public relations through newsletters, newspapers, 
open houses, and community presentations. 

 
 2. Makes available and interprets to all employees within his/her 

building all policies, rules, regulations, directives and 
information issued by the board of education and the 
superintendent. 

 
 3. Continually works to improve school-community relations under 

existing district communication framework. 

 
 4. Communicates high standards of expected performance excellence 

to students, teachers, and community. 
 
 5. Deals effectively with parents showing an understanding, yet 

firm consistency in handling problems and concerns. 
 
 6. Demonstrates effective communication and positive inter-

personal relationship skills with students, staff, and 
community. 

 
IV. Administration and Organization of the Building Staff and Program 
 
 1. Work closely with the superintendent in recruitment and 

selection of staff. 
 
 2. Schedules and assigns teachers and pupils to subjects and 

grades for maximum efficiency, the most effective utilization 
of staff personnel, and for the most beneficial advancement of 
students. 
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 3. Administer general school policies directives and master 

contract procedures as they may apply to all personnel in the 
school. 

 
 4. Provides for a safe, orderly, and positive climate in his/her 

building through positive reinforcement and the establishment 
and implementation of consistently enforced rules for all 
students.  Suspends students for cause and recommends to the 
superintendent of schools and board expulsion of other severe 
disciplinary action. 

 
 5. Monitors the building level budget and inventories so that 

expenditures provide maximum benefits for students and stay 
within set levels. 

 
 6. Demonstrates effective time management and administrative 

organizational skills. 
 
 7. Supervises the secretarial and custodial staff so as to 

provide an efficient operation and safe and clean facility. 
 
 8. Demonstrates effective problem-solving and decision-making 

skills. 
 
 9. The principal will assume other duties and responsibilities as 

may be assigned by the superintendent of schools. 
 
TERMS OF EMPLOYMENT: Eleven-month work year.  Salary to be 

determined by the Board of Education. 
 
 
Approved: 11/16/87  Reviewed:  2/5/18  Revised:  1/15/01 
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 ADMINISTRATOR - EVALUATION 
 
 
The superintendent will conduct an ongoing process of evaluating the 
administrators on their skills, abilities, and competence.  At a 
minimum, the superintendent will formally evaluate the administrators 
annually.  The goal of the formal evaluation process is to ensure that 
the educational program for the students is carried out, ensure student 
learning goals of the school district are met, promote growth in 
effective administrative leadership for the school district, clarify 

the administrator's role as defined by the board and the 
superintendent, ascertain areas in need of improvement, clarify the 
immediate priorities of the responsibilities listed in the job 
description, and develop a working relationship between the 
superintendent and the administrator. 
 
The superintendent is responsible for designing an administrator 
evaluation instrument.  The formal evaluation will include written 
criteria related to the job description.  The superintendent, after 
receiving input from the administrators, will present the formal 
evaluation instrument to the board for approval. 
 
The formal evaluation will also include an opportunity for the 
administrator and the superintendent to discuss the written criteria, 

the past year's performance and the future areas of growth.  The 
evaluation is completed by the superintendent, signed by the 
administrator and filed in the administrator's personnel file. 
 

The principal will be an educational leader who promotes the success of  
all students by: 
 

 Facilitating the development, articulation, implementation, and 
stewardship of a vision of learning that is shared and supported 
by the school community.   

 Advocating, nurturing and sustaining a school culture and 
instructional program conducive to student learning and staff 
professional development.   

 Ensuring management of the organization, operations and resources 
for a safe, efficient and effective learning environment.   

 Collaborating with families and community members, responding to 
diverse community interests and needs and mobilizing community 
resources.     

 Acting with integrity, fairness and in an ethical manner. 
 Understanding the profile of the community, and responding to and 

influencing the larger political, social, economic, legal and 
cultural context. 

 
It is the responsibility of the superintendent to conduct a formal 
evaluation of the probationary administrators and nonprobationary 
administrators prior to May 15. 
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This policy supports and does not preclude the ongoing informal 
evaluation of the administrator's skills, abilities and competence. 
 
NOTE:  May 15 is the date established by law.  The board may select an 
earlier date but not a later one. 
 
 
Approved: 3/14/88  Reviewed:  2/5/18  Revised:  3/5/18 
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 PRINCIPALS PROFESSIONAL DEVELOPMENT 
 
 
The board encourages the building principals to continue their 
professional growth by being involved in professional organizations, 
attending conferences, continuing their education, and participating in 
other professional activities. 
 
It shall be the responsibility of the building principals to arrange 
their schedules in order to attend various conferences and events.  
Prior to the attendance at events, the building principal must have 

received approval from the superintendent. 
 
The building principal shall report to the board and superintendent upon 
request about each event attended. 
 
 
 
Approved: 2/13/89  Reviewed:  2/5/18  Revised:  1/15/01 
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 ADMINISTRATOR CONTRACT AND CONTRACT NONRENEWAL 
 
 
The length of the contract for employment between an administrator and 
the board will be determined by the board and stated in the contract. 
The contract will also state the terms of the employment. 
 
The first three consecutive years of a contract issued to a newly 
employed administrator will be considered a probationary period. The 
probationary period may be extended for an additional year upon the 

consent of the administrator. In the event of termination of a 
probationary or nonprobationary contract, the board will afford the 
administrator appropriate due process, as required by law. The 
administrator and board may mutually agree to terminate the 
administrator's contract. 
 
It is the responsibility of the superintendent to create a contract for 
each administrative position. The board may issue temporary and 
nonrenewable contracts in accordance with law. 
 
Administrators who wish to resign, to be released from a contract, or to 
retire, must comply with applicable law and board policies. 
 
 

NOTE:  May 15 is the date established by Iowa law for notice of board 
action to consider termination of an administrator’s contract. The board 
may select an earlier day, but may not select a later date.  

 
 
 
 
Approved: 11/16/87  Reviewed:  2/5/18  Revised: 3/5/18 
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 ADMINISTRATIVE PERSONNEL CONTRACT TERMINATION-RETIREMENT 
 
 
A retired administrator may be employed on a part-time or short-term 
basis as a substitute or for a special assignment. 
 
 
 
Approved: 11/16/87  Reviewed:  2/5/18  Revised:  1/15/01 
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 ADMINISTRATIVE PERSONNEL CONTRACT TERMINATION-RESIGNATION 
 
 
An administrator who wishes to be released from a contract shall submit 
a written request to the Superintendent at least twenty (20) working 
days prior to the anticipated termination date.  Release from the 
contract shall be dependent on the circumstances involved, including the 
availability of a qualified replacement. 
 
The superintendent shall notify the Iowa Department of Education in the 
event an administrator terminates employment without a proper release 

from the contract. 
 
 
 
Approved: 11/16/87  Reviewed:  2/5/18  Revised:  1/15/01 
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 ADMINISTRATIVE PERSONNEL CONTRACT TERMINATION-DISMISSAL 
 
 
When an administrator's performance indicates cause for termination, 
proceedings shall be instituted as prescribed by the Code of Iowa. 
 
 
 
Approved: 11/16/87  Reviewed:  2/5/18  Revised: 
 
 


