CHRISTINE DUNCAN’S HERITAGE ACADEMY
Principal’s Job Description

First and foremost, the CDHA Principal shall be committed to serving the needs of CDHA and honoring the mission of the school, managing and supervising the operations of the school, including staff, students, and families.  He/She is a leader, who:

· is driven by the CDHA Vision/Mission – as communicated by the CDHA Governing Council.
· will guide and lead in a direction that affirms the goals and intent of the Governing Council.
· has as a commitment to high academic achievement within a diverse student population.
· is committed to social justice and will model effective leadership.
· has a sense of urgency and a strong work ethic.
· has clear and open communication, fairness and high standards.
· has high standards and is committed to excellence while understanding of the needs and interests of a diverse community.

The CDHA Principal reports directly to the Governing Council, who will have the sole responsibility to interview, hire, supervise, evaluate and replace the Principal.

The primary qualifications for the Principal position are:
· A master’s degree in administration (or equivalent)
· A Current New Mexico Administrator License (Level III B)
· Demonstrates strong bilingual skills in English and in Spanish, an understanding of bilingual programs, an understanding on working with English Learners, and must be Bilingual and TESOL Endorsed
· Business and/or financial experience in one or more complex organizations (i.e. in preparation to manage varied operational and fiscal components of an educational facility)
· Past experience and/or training in finance, accounting, computer systems/technology, strategic planning, and/or problem-based projects is a plus.
· An understanding of the CDHA organizational structure
· A commitment to CDHA programs, goals and the leadership team

In general, the CDHA Principal shall be responsible to the Governing Council in providing leadership for:

a. Day-to-day management of the non-instructional school operations
b. General oversight and leadership for CDHA fiscal management
c. General oversight and leadership for CDHA facilities management and development
d. Policy development and implementation
e. Information systems and technology development
f. Legal and regulatory compliance
g. Team strategic planning
h. Team innovation and/or reform
i. Team development of school culture
j. Team community relations
k. Team school performance
l. Team setting of expectations and standards
m. Within available resources, providing the support needed to implement CDHA programs
n. Providing a safe and nurturing environment for students, staff and families
o. Supporting a collegial environment and demonstrating loyalty to the CDHA team
p. Aligning the use of time, people, money and materials to the school’s instructional priorities.
q. Cultivating and sustaining meaningful partnerships with families and community members
r. Providing staff support to CDHA and GC
s. Other duties and responsibilities, as assigned by the Governing Council – at his/her discretion.

Examples of duties:

· Testing Oversight and/or Coordinator
· Student Discipline 
· Identifying English Language Learners and oversight for the administration of appropriate assessments such as student placement tests
· Advocate for ELL students and assist teachers in meeting their needs
· Assist with the evaluation of school employees
· School Safety Plan Compliance
· Assist with coordinating Professional Development; in-services, staff meetings and conferences
· Assist with Interviews of new hires
· Oversee Nursing Services and coordinate Trainings for Child Abuse, Bloodborne Pathogens, FIRPA/HERPA
· Coordinate Fire Drills/Lock Downs and reporting
· Assist with the applications for and monitoring of funding for Bilingual, Title I, Title II, Title III, Before and After School Program(s), Lease Reimbursement, IDEA B, Fine Arts Program, etc.
· Assist in the Planning of Monitoring Site Visits or Audits (Risk Assessments, Facility Inspections, Health Inspections, Bilingual, Title I, APS, Nutrition Program, Building Inspections, K-5 Plus, PreK, Advanced Education, etc.)
· Assist with the supervision of the Special Education Program, attend IEP meetings, coordinate Medicaid Billing training for ancillary staff, etc.
· Assist with the monitoring of School’s Food Service Program
· Coordinate all school functions with Parent Liaison and Committee Chair for all Parent Events and always keep the Governing Council informed 
· Refer students to counseling/follow up
· Assist with school related CYFD Issues
· Assist with Parent and Teacher Complaints
· Communicate with IT person for Technology 
· Assist with Student Retention and Recruitment 
· Assist with parent meetings on attendance/tardiness
· Work closely with Governing Council, School Leadership, and Business Manager to follow Budget Internal Controls
· Create and submit school year calendar to Governing Council for approval
· Assist with revision of school policies or creating new policies
· Assist with School Moving Issues/Facility Acquisition/Lease Agreement
· Lead the Non-Profit Foundation
· Collect Daily Schedules
· Collect Classroom Management Plans
· Collect Emergency Substitute Teacher Lesson Plans
· Assist with evaluating teacher’s lesson plans
· Monitor Academic Improvement Plans for Struggling Students
· Supervise and monitor SATs
· Monitor Student Progress
· Supervise the implementation of the Dual Language Education Program
· Order instructional materials and keep inventory of materials
· Keep inventory of supply assets (e.i. technology equipment, furniture, etc.)
· Communicate with parents/Monthly Newsletters/Notes sent home
· Assist with updating the school’s WebEPSS or 90 Day Plan
· Assist with updating the school’s Website
· Help Revise or Create Report Cards
· Collect Classroom Improvement Plans and provide to Principal (every trimester)
· Assist teachers with Data Collection and Analysis
· Create a system to compare report card grades with student assessment data and check for alignment or discrepancies (every trimester)
· Support Teachers in Curriculum Implementation
· Assist in Parent/Teacher Conferences and organizing materials
· Assist in supervising the implementation of the No Non-Sense Nurturer or similar classroom management program(s)
· Assist in supervising the implementation of the Social Emotional Learning Modules in classrooms

