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Barre Unified Union School District

Position Description

POSITION: Director of Curriculum, Instruction & Assessment ~ FLSA: Exempt/Salary

REPORTS TO: Superintendent

POSITION GOAL: The Director of Curriculum, Instruction & Assessment will work with central office
staff, building administrators, specialists and teachers to provide leadership in the coordination,
organization, assessment and development of curriculum, improvement of instruction, and improvement and
development of programs in the BUUSD. Top support this work, the Director is responsible for
administering grants, including the Consolidated Federal Programs grant. This position also includes
oversight of the collection and analysis of data.

PROFESSIONAL STANDARDS:

The Director of Curriculum, Instruction & Assessment will meet or exceed the following Professional
Standards as adopted by the Vermont Standards Board for Professional Educators. :

Develop, advocate, and enact a shared mission, vision and core values of high-quality education.
Act ethically and professionally in personal conduct according to professional norms.

Strive for equality of educational opportunity and culturally responsive practices.

Develop and support intellectually rigorous and coherent systems of curriculum, instruction, and
assessment.

Cultivate an inclusive, caring and supportive school community.

Develop the professional capacity and practice of school personnel.

Foster a professional community of teachers and other professional staff.

Engage families and the community in meaningful, reciprocal, and mutually beneficial ways.
Manage school and district operations and resources.

Act as agent of continuous improvement.

[For more detail on these standards please see
http://www.ccsso.org/Documents/2015/ProfessionalStandardsforEducationall_eaders2015forNPBEAFINAL
.pdf pages 9 to 18]

CORE/PRIMARY RESPONSIBILITIES include the following. Other duties may be assigned.

e Direct the coordination, development, and assessment of PreK through adult curriculum and
instructional services. This includes responsibility for documenting the working curriculum of the
district.

e Develop and implement, in coordination with building and central office administration and
curriculum office staff, an effective program of inservice education and staff development for
instructional staff

e Provide overall coordination of CFP and other grants, including preparing, filing, and administration
of these grants with input from building and central office administrative teams


http://www.ccsso.org/Documents/2015/ProfessionalStandardsforEducationalLeaders2015forNPBEAFINAL.pdf
http://www.ccsso.org/Documents/2015/ProfessionalStandardsforEducationalLeaders2015forNPBEAFINAL.pdf

e Work with the Superintendent to assure compliance with all laws and regulations related to
programs, curriculum, instruction, assessment and the use of grant funds. This includes overseeing
plans to meet standards in all areas related to curriculum.

e Direct the implementation of all local, state, and federal assessment and coordinates the compilation,
use, and interpretation of assessment results

e Oversee, along with the Superintendent, Continuous Improvement Plans for the Central Office and
all schools in the district.

e Oversee all staff committees related to curriculum, instruction, assessment and professional
development

e Serve as the Central Office liaison for all school board committees and functions related to
curriculum, instruction, assessment and professional development

e Attend and represent the curricular interests of the BUUSD at local, regional and statewide meetings
and with the Vermont Agency of Education

e Stay current in best practices related to curriculum, instruction, assessment and professional
development and incorporates these best practices into the function of the district

e Provide supervision and evaluation for curriculum specialists and office staff

e Other duties as assigned by the Superintendent

QUALIFICATIONS:
The Director of Curriculum, Instruction & Assessment must hold or be qualified for Vermont endorsement
3-93 (Director of Curriculum)

SUPERVISORY RESPONSIBILITIES:

PROFESSIONAL RESPONSIBILITIES:

Active in professional organizations and associations
Remains current in information and research about curriculum, instruction and assessment

TOOLS/TECHNOLOGY REQUIREMENTS: Proficiency in Microsoft Word, Excel, Powerpoint, and
Google (or similar e-mail system). Experience and knowledge of computerized database systems. Excellent
computerized file management skills.

PHYSICAL EFFORTS AND STRESS: In general, a moderate degree of physical stamina is required to
perform the essential functions of the job. The employee is regularly required to move around the office.
Prolonged periods of sitting in front of a computer, reading, and keyboarding are often necessary. Stress
can result from deadlines, conflicts, public scrutiny, and other daily occurrences. The employee frequently
reaches with hands and arms, with some bending and twisting to access file cabinets, office machinery and
supplies. Close visual acuity is necessary.

WORK ENVIRONMENT: Work is normally performed in climate controlled office environment, with
very limited exposure to extreme heat/cold, poor ventilation, fumes, and gases. Noise level is moderate and
includes sounds of normal office equipment (computers, telephones, etc.). No known environmental hazards
are encountered in normal performance of job duties.

TERMS OF EMPLOYMENT: Full Year - 261 Days



Administrator Contract

EVALUATION: The Director of Curriculum Instruction and Assessment will be evaluated annually by the
Superintendent.

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by people
assigned to this classification. All of the listed functions are important and are in no particular order. This is not an exhaustive
list of all responsibilities, duties, and skills required. All employees may be required to perform duties outside of their normal
responsibilities from time to time, as needed.Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions. This job description is subject to revision at any time by the employer.

Updated July 2017



Barre Unified Union School District

Position Description
POSITION: Superintendent FLSA: Exempt/Salary
REPORTS TO: Barre UUSD Board

POSITION GOAL: The Superintendent shall be the chief executive officer of the Board and the
administrative head of a divisions and departments of the district. The Superintendent shall be
responsible for the development and implementation of a coordinated and articulated educational
program, preschool through adult. The Superintendent may delegate responsibility for the operation of
various segments of the district, but shall be responsible to the Board for the results produced.

PROFESSIONAL AND CORE/PRIMARY RESPONSIBILITIES:

The Superintendent will meet or exceed the following Professional Standards as adopted by the Vermont
Standards Board for Professional Educators:
1. Develop, advocate, and enact a shared mission, vision and core values of high-quality education.

a. Develop an educational mission for the school to promote the academic success and
well-being of each student.

b. In collaboration with members of the school and the community and using relevant data,
develop and promote a vision for the school on the successful learning and development
of each child and on instructional and organizational practices that promote such success.

c. Articulate, advocate, and cultivate core values that define the school’s culture and
stress the imperative of child-centered education; high expectations and student
support; equity, inclusiveness, and social justice; openness, caring, and trust; and
continuous improvement.

d. Strategically develop, implement, and evaluate actions to achieve the vision for the
school.

e. Review the school’s mission and vision and adjust them to changing expectations
and opportunities for the school, and changing needs and situations of students.

f. Develop shared understanding of and commitment to mission, vision, and core values
within the school and the community.

g. Model and pursue the school’s mission, vision, and core values in all aspects of
leadership.

2. Act ethically and professionally in personal conduct according to professional norms.

a. Act ethically and professionally in personal conduct, relationships with others, decision-
making, stewardship of the school’s resources, and all aspects of school leadership.

b. Actaccording to and promote the professional norms of integrity, fairness, transparency, trust,
collaboration, perseverance, learning, and continuous improvement.

c. Place children at the center of education and accept responsibility for each student’s
academic success and well-being.

d. Safeguard and promote the values of democracy, individual freedom and responsibility,
equity, social justice, community, and diversity.

e. Lead with interpersonal and communication skill, social-emotional insight, and
understanding of all students’ and staff members’ backgrounds and cultures.



f.  Provide moral direction for the school and promote ethical and professional behavior among
faculty and staff.

3. Strive for equality of educational opportunity and culturally responsive practices.

a. Ensure that each student is treated fairly, respectfully, and with an understanding of each
student’s culture and context.

b. Recognize, respect, and employ each student’s strengths, diversity, and culture as assets
for teaching and learning.

c. Ensure that each student has equitable access to effective teachers, learning
opportunities, academic and social support, and other resources necessary
for success.

d. Develop student policies and address student misconduct in a positive, fair, and
unbiased manner.

e. Confront and alter institutional biases of student marginalization, deficit-based
schooling, and low expectations associated with race, class, culture and language, gender
and sexual orientation, and disability or special status.

f. Promote the preparation of students to live productively in and contribute to the diverse
cultural contexts of a global society.

g. Act with cultural competence and responsiveness in their interactions, decision
making, and practice.

h. Address matters of equity and cultural responsiveness in all aspects of leadership.

4. Develop and support intellectually rigorous and coherent systems of curriculum, instruction, and
assessment.

a. Implement coherent systems of curriculum, instruction, and assessment that promote the
mission, vision, and core values of the school, embody high expectations for student
learning, align with academic standards, and are culturally responsive.

b. Align and focus systems of curriculum, instruction, and assessment within and across grade
levels to promote student academic success, love of learning, the identities and habits of
learners, and healthy sense of self.

c. Promote instructional practice that is consistent with knowledge of child learning and
development, effective pedagogy, and the needs of each student.

d. Ensure instructional practice that is intellectually challenging, authentic to student
experiences, recognizes student strengths, and is differentiated and personalized.

e. Promote the effective use of technology in the service of teaching and learning.

f. Employ valid assessments that are consistent with knowledge of child learning and
development and technical standards of measurement.

g. Use assessment data appropriately and within technical limitations to monitor student
progress and improve instruction.

5. Cultivate an inclusive, caring and supportive school community.

a. Build and maintain a safe, caring, and healthy school environment that meets that
the academic, social, emotional, and physical needs of each student.

b. Create and sustain a school environment in which each student is known, accepted and
valued, trusted and respected, cared for, and encouraged to be an active and
responsible member of the school community.

c. Provide coherent systems of academic and social supports, services,
extracurricular activities, and accommodations to meet the range of learning needs
of each student.

d. Promote adult-student, student-peer, and school-community relationships that value and



support academic learning and positive social and emotional development.
Cultivate and reinforce student engagement in school and positive student conduct.
Infuse the school’s learning environment with the cultures and languages of the
school’s community

6. Develop the professional capacity and practice of school personnel.

a.

Recruit, hire, support, develop, and retain effective and caring teachers and other
professional staff and form them into an educationally effective faculty.

Plan for and manage staff turnover and succession, providing opportunities for effective
induction and mentoring of new personnel.

Develop teachers’ and staff members’ professional knowledge, skills, and practice

through differentiated opportunities for learning and growth, guided by understanding of
professional and adult learning and development.

Foster continuous improvement of individual and collective instructional capacity to

achieve outcomes envisioned for each student.

Deliver actionable feedback about instruction and other professional practice through valid,
research-anchored systems of supervision and evaluation to support the development of
teachers’ and staff members’ knowledge, skills, and practice.

Empower and motivate teachers and staff to the highest levels of professional practice and to
continuous learning and improvement.

Develop the capacity, opportunities, and support for teacher leadership and leadership from
other members of the school community.

Promote the personal and professional health, well-being, and work-life balance of faculty and
staff.

Tend to their own learning and effectiveness through reflection, study, and improvement,
maintaining a healthy work-life balance.

7. Foster a professional community of teachers and other professional staff.

a.

Develop workplace conditions for teachers and other professional staff that promote
effective professional development, practice, and student learning.

Empower and entrust teachers and staff with collective responsibility for meeting
the academic, social, emotional, and physical needs of each student, pursuant to the
mission, vision, and core values of the school.

Establish and sustain a professional culture of engagement and commitment to
shared vision, goals, and objectives pertaining to the education of the whole

child; high expectations for professional work; ethical and equitable practice;

trust and open communication; collaboration, collective efficacy, and

continuous individual and organizational learning and improvement.

Promote mutual accountability among teachers and other professional staff for each
student’s success and the effectiveness of the school as a whole.

Develop and support open, productive, caring, and trusting working relationships
among leaders, faculty, and staff to promote professional capacity and the
improvement of practice.

Design and implement job-embedded and other opportunities for professional learning
collaboratively with faculty and staff.

Provide opportunities for collaborative examination of practice, collegial feedback,
and collective learning.

Encourage faculty-initiated improvement of programs and

practices.



8. Engage families and the community in meaningful, reciprocal, and mutually beneficial ways.

a.
b.

Are approachable, accessible, and welcoming to families and members of the community.
Create and sustain positive, collaborative, and productive relationships with families and the
community for the benefit of students.

Engage in regular and open two-way communication with families and the community about
the school, students, needs, problems, and accomplishments.

Maintain a presence in the community to understand its strengths and needs, develop
productive relationships, and engage its resources for the school.

Create means for the school community to partner with families to support student

learning in and out of school.

Understand, value, and employ the community’s cultural, social, intellectual, and political
resources to promote student learning and school improvement.

Develop and provide the school as a resource for families and the community.

Advocate for the school and district, and for the importance of education and student needs
and priorities to families and the community.

Advocate publicly for the needs and priorities of students, families, and the community.
Build and sustain productive partnerships with public and private sectors to promote school
improvement and student learning.

9. Manage school and district operations and resources.

a.

—.

Institute, manage, and monitor operations and administrative systems that promote the
mission and vision of the school.

Strategically manage staff resources, assigning and scheduling teachers and staff to roles
and responsibilities that optimize their professional capacity to address each student’s
learning needs.

Seek, acquire, and manage fiscal, physical, and other resources to support

curriculum, instruction, and assessment; student learning community; professional
capacity and community; and family and community engagement.

Are responsible, ethical, and accountable stewards of the school’s monetary and non-
monetary resources, engaging in effective budgeting and accounting practices.

Protect teachers’ and other staff members’ work and learning from

disruption.

Employ technology to improve the quality and efficiency of operations and management.
Develop and maintain data and communication systems to deliver actionable
information for classroom and school improvement.

Know, comply with, and help the school community understand local, state, and
federal laws, rights, policies, and regulations so as to promote student success.
Develop and manage relationships with feeder and connecting schools for enrollment
management and curricular and instructional articulation.

Develop and manage productive relationships with the central office and school board.
Develop and administer systems for fair and equitable management of conflict among
students, faculty and staff, leaders, families, and community.

Manage governance processes and internal and external politics toward achieving the
school’s mission and vision.

10. Act as an agent of continuous improvement.

a.

b.

Seek to make school more effective for each student, teachers and staff, families, and the
community.
Use methods of continuous improvement to achieve the vision, fulfill the mission, and



promote the core values of the school.

c. Prepare the school and the community for improvement, promoting readiness, an
imperative for improvement, instilling mutual commitment and accountability, and
developing the knowledge, skills, and motivation to succeed in improvement.

d. Engage others in an ongoing process of evidence-based inquiry, learning, strategic goal
setting, planning, implementation, and evaluation for continuous school and classroom
improvement.

e. Employ situationally-appropriate strategies for improvement, including transformational and
incremental, adaptive approaches and attention to different phases of implementation.

f. Assess and develop the capacity of staff to assess the value and applicability of emerging
educational trends and the findings of research for the school and its improvement.

g. Develop technically appropriate systems of data collection, management, analysis, and use,
connecting as needed to the district office and external partners for support in planning,
implementation, monitoring, feedback, and evaluation.

h. Adopt a systems perspective and promote coherence among improvement efforts and all aspects
of school organization, programs, and services.

i. Manage uncertainty, risk, competing initiatives, and politics of change with courage and
perseverance, providing support and encouragement, and openly communicating the need for,
process for, and outcomes of improvement efforts.

j.  Develop and promote leadership among teachers and staff for inquiry, experimentation and
innovation, and initiating and implementing improvement.

SUPERVISORY RESPONSIBILITIES: All administrative certified and non-certified staff.

QUALIFICATIONS: Licensed as Superintendent in Vermont
e Superintendent must have demonstrated ability to:

Be articulate and clear in verbal and written communications.

Promote and model effective communication skills.

Model respect, understanding, sensitivity, and appreciation for all people and balance the rights
of multiple and diverse groups.

Manifest and promote professional ethics and values.

Accept and share failure as well as success.

Be able to discuss own strengths and weaknesses.

Model and encourage collaboration.

TOOLS/TECHNOLOGY REQUIREMENTS: Proficiency in Microsoft Word, Excel, Powerpoint,
and Google (or similar e-mail system). Experience and knowledge of computerized database systems.
Excellent computerized file management skills.

PHYSICAL EFFORTS AND STRESS: In general, a moderate degree of physical stamina is required
to perform the essential functions of the job. The employee is regularly required to move around the
office. Prolonged periods of sitting in front of a computer, reading, and keyboarding are often
necessary. Stress can result from deadlines, conflicts, public scrutiny, and other daily occurrences. The



employee frequently reaches with hands and arms, with some bending and twisting to access file
cabinets, office machinery and supplies. Close visual acuity is necessary.

WORK ENVIRONMENT: Work is normally performed in climate controlled office environment,
with very limited exposure to extreme heat/cold, poor ventilation, fumes, and gases. Noise level is
moderate and includes sounds of normal office equipment (computers, telephones, etc.). No known
environmental hazards are encountered in normal performance of job duties.

TERMS OF EMPLOYMENT: Full Year - 261 Days
Administrator Contract

EVALUATION: The Superintendent will be evaluated annually by the Barre Unified Union School
District Board.

Disclaimer: The above statements are intended to describe the general nature and level of work being performed by people
assigned to this classification. All of the listed functions are important and are in no particular order. This is not an
exhaustive list of all responsibilities, duties, and skills required. All employees may be required to perform duties outside of
their normal responsibilities from time to time, as needed.Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions. This job description is subject to revision at any time by the employer.

Updated November 18 2019
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