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WASHINGTON WEST SUPERVISORY UNION 
 

JOB DESCRIPTION:   PRINCIPAL 
 
 
Position:   Principal 
FTE:  Per individually negotiated contract 
Benefits: Per individually negotiated contract 
Salary: Per individually negotiated contract 
Hours: Per individually negotiated contract 
Reports to: Superintendent and School Board 
 
Qualifications:     
 Masters degree in pertinent field plus 3-5 years of relevant school administration 

experience, with prior experience as a principal desirable, or a combination of education 
and experience from which comparable knowledge and skills are required. 

 Demonstrated effectiveness in leadership and administrative roles, with a broad base of 
knowledge and skills related to curriculum, instruction and assessment; personnel and 
fiscal management; parent and community relations; special education; student conduct 
and discipline; school office operations; and facility, food service and school 
transportation services management. 

 Relevant experience in strategic planning, organizational development and systems 
design pertinent to a public school. 

 Strong public speaking and writing skills; problem-solving and analytical skills. 
 Good understanding of public education law and school board policy with Vermont public 

school experience desirable. 

 Ability to represent the school and deal effectively with a wide array of individuals, 
groups and organizations, within and outside of the school, in carrying out the varied 
reporting, coordinating, liaison, advising, policy enforcement, advocacy, and public 
relations functions of the job, frequently regarding highly sensitive student, family or 
employment matters, and often in high stress and/or emergency situations.  Good 
negotiating, mediating and counseling skills, with the ability to work effectively with 
individual students and parents. 

 Understanding of and genuine rapport with students. 
 Appropriate licensure as a principal (elementary, secondary) 
 Ability to interact positively and productively with the school community in order to 

create a positive school climate 
 
 
Nature and Scope of Job: 
Serves as the educational leader and chief administrator of the school, responsible for 
implementing and managing the policies, regulations, and procedures of the Board of School 
Directors to ensure that all students are supervised in a safe learning environment and provided 
instruction that meets and/or exceeds the Vermont Learning Standards and the Washington 
West Supervisory Union curriculum, following the approved curricula and directives of the 
school and district.  Achieving academic excellence requires that the Principal work 
collaboratively to lead and ensure all members of the school staff communicate effectively with 
parents, members of the community, and colleagues in other districts and schools.  Inherent in 
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the position are the responsibilities for planning, curriculum development, program evaluation, 
extracurricular activities, personnel management, financial management, emergency 
procedures, resource scheduling, and facilities operations. 
 
Essential Job Functions: 
 

1. The Principal supervises all certificated and non-certificated personnel assigned to the 
building to ensure that all job responsibilities are met. The Principal ensures that 
personnel evaluation procedures are accomplished in a timely, fair and consistent 
manner that encourages accountability, growth and excellence, in accordance with law, 
board policy, and contractual requirements.  The Principal recommends to the 
Superintendent the renewal, dismissal, withholding of increment, promotion or other 
actions for all personnel assigned to the school, following established procedures and 
timelines.  The teacher and support staff evaluation models will utilize the chosen 
WWSU evaluation models.   
 

2. The Principal ensures an emotionally and physically safe school building and climate for 
students, staff and visitors by directing and administering school safety and security 
systems and coordinating facility maintenance.  The Principal establishes procedures 
that create and maintain attractive, organized, functional, healthy, clean and safe 
facilities, with proper attention to the visual, acoustic, and thermal environments.  The 
Principal regularly inspects all facilities to ensure compliance with all applicable codes 
and regulations. 

 
3. The Principal facilitates the advertising and hiring process for all employees following 

district recruitment and selection procedures and recommends personnel for hire to the 
Superintendent. The Superintendent recommends final candidates for hire to the School 
Board. 

 
4. Working with the WWSU Business Manager, WWSU Superintendent, school staff, and 

Board of Directors, the Principal creates a proposed budget, assists the Board in making 
budgetary decisions, and facilitates and approves all spending within that budget. 

 
5. The Principal provides opportunities for effective staff development that addresses the 

needs of the instructional program and needs of the staff, including workshops, 
conferences, visitations, and sessions in which the staff shares successful practices and 
strategies. 

 
6. The Principal organizes and maintains a public relations system for the school that 

consistently celebrates and informs parents and the community of the accomplishments 
of students, staff, and the school. 

 
7. The Principal acts within the negotiated Master Agreement and school policies during all 

decision-making processes. 
 

8. The Principal works collaboratively with the WWSU Administrative Team to identify, 
implement, and evaluate district initiatives. 
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9. The Principal administers a comprehensive student conduct, recognition, and discipline 
system in accordance with school procedures.  The Principal will provide and supervise 
in a fair and consistent manner effective discipline and attendance systems with high 
standards, consistent with the philosophy, values, and mission of the school and district, 
in accordance with due process and other laws and regulations, ensuring a safe, orderly 
environment that encourages students to take responsibility for behavior and creates 
high morale among staff and students. 

 
10. Using the school’s assessment data, action plan, mission and vision, the Principal will 

support students and staff in achieving their full instructional and learning potential, and 
to make educational decisions that are in the best interest of children. 

 
11. The Principal ensures that local, State and Federal mandates are achieved (i.e. testing 

and other documentation). 
 

12. The Principal works with the Superintendent, staff and Board to create policies and 
procedures that further the school’s and district’s mission, vision and initiatives. 

 
13. The Principal works with the Superintendent and, when necessary, legal counsel to 

resolve legal matters. 
 

14. The Principal directs, coordinates, and carries out a wide range of parent 
liaison/relations functions.  The Principal maintains visibility with students, staff, parents, 
and the community, attending school and community functions regularly to demonstrate 
a genuine interest in the students and staff.  The Principal communicates regularly with 
parents, seeking their support and advice, so as to create a cooperative relationship to 
support the students in the school. 

 
15. The Principal facilitates school committees and work groups as necessary (EST, etc.) or 

ensures such groups are facilitated by a qualified person.  The Principal attends all 
required staff meetings and services, as appropriate, on staff committees. 

 
16. The Principal plans, implements, administers, coordinates, monitors and evaluates all 

school programs, services, and operations regularly, including operating policies, 
procedures and systems and deals with a wide variety of problems that arise on a daily 
basis. 

 
17. The Principal serves as an instructional leader of the school, directing and coordinating a 

wide range of curriculum, instruction, and assessment functions by supervising the 
instructional programs of the school, evaluating lesson plans and observing classes on a 
regular basis to encourage the use of a variety of instructional strategies and materials 
consistent with research on learning and child growth and development. The Principal 
also establishes procedures for evaluation and selection of instructional materials and 
equipment, approving all recommendations. 

 
18. The Principal serves as administrative liaison to the School Board. The Principal performs 

a wide range of liaison functions with regional and state agencies and organizations. 
 



4 
 

19. The Principal keeps abreast of relevant developments in state and federal education law, 
regulations and guidelines, as well as current trends in educational philosophy, programs 
and methods.  The Principal continues to grow professionally through collaboration with 
colleagues and professional growth experiences.  The Principal summarizes, interprets, 
and disseminates current developments in learning theory and research, instructional 
strategies and classroom management through reading of professional journals, 
participation in professional development, and involvement in professional organizations. 

 
20. The Principal establishes the annual master schedule for instructional programs, 

ensuring sequential learning experiences for students consistent with the district and 
school’s philosophy, mission statement, instructional goals and school level objectives. 

 
21. The Principal keeps the staff informed and seeks ideas for the improvement of the 

school.  The Principal conducts meetings as necessary for the proper functioning of the 
school. 

 
22. The Principal establishes and maintains an effective accounting and inventory system for 

all school supplies, materials, and equipment. 
 

23. The Principal assumes responsibility for the health, safety, and welfare of students, 
personnel, and visitors.  The Principal develops clearly understood procedures and 
provides regular drills for emergencies and disasters, following state, local, and district 
guidelines.  Disaster preparedness procedures shall include fire, bomb threats, severe 
weather, emergency closing or delayed opening of the school, accidents, bus accidents 
and traffic emergencies, civil disturbances, disruptions, death, personal tragedy, and 
other unusual circumstances.  The Principal provides information to staff, students, and 
parents as necessary, and establishes and follows procedures for dealing with the 
media.  The Principal notifies the Superintendent and the Board of School Directors 
immediately of any unusually circumstances. 

 
24. The Principal develops a master schedule for the use of the school facilities. 

 
25. The Principal establishes schedules and procedures for the supervision of students in 

non-classroom areas, including before and after school, and bus loading and unloading. 
 

26. The Principal ensures that personnel and student recordkeeping procedures comply with 
state and federal law and district policy.  The Principal establishes procedures for safe 
storing and integrity of all public and confidential school records.  The Principal protects 
the confidentiality of records and information gained as part of exercising professional 
duties and uses discretion in sharing such information within legal confines. 

 
27. The Principal organizes and supervises procedures and coordinates resources for 

identifying and addressing the special needs of students including but not limited to 
health related concerns, physical, emotional, and learning disabilities. 
 

28. The Principal maintains and accounts for all student activity funds and money collected 
from students in accordance with district policy and auditing recommendations.   
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29. (HUHS) The Principal organizes and implements an effective leadership team of 
assistants, department heads, and supervisors, with clear expectations for role, 
responsibilities, and performance, holding each individual accountable for the area of 
assignment. 

 
30. (CBMS/HUHS) The Principal organizes and supervises a comprehensive program of 

athletics and extracurricular activities to meet the needs of all students. 
 

31. (HUHS) The Principal maintains effective communications with agencies and resources 
outside of the school, including employers, colleges, and high schools in the area and in 
the athletic conference. 

 
 
 
 
 
 
 
 
 

Brigid Scheffert 
Revised 12-2010 
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CONFIDENTIALITY TRAINING 
 
 
1. Legal Authority:   Family Educational Rights & Privacy Act  (FERPA) 
 
2. What is confidential information?   
 Personally identifiable information including: 

a) the name of the student, student’s parent or other family member 
b) the address of the student 
c) a personal identifier, such as the student’s social security number or student number 

(such as a child count number), or 
d) a list of personal characteristics or other information that would make it possible to 

identify the child with reasonable certainty. 
 
3. When should information be kept confidential? 
 At four stages: 

a) collection 
b) disclosure 
c) storage 
d) destruction 

 
4. What is the two-part test? 
 Does the individual have both – 

a) the need to know? 
b) the right to know? 

 
5. What are the consequences of a breach of confidentiality? 
 a)  Legal action may be brought against you personally. 
 b)  It would jeopardize all state and federal funding to the district. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

PERSONALLY IDENTIFIABLE INFORMATION 
RIGHTS AND RESPONSIBILITIES 

 
 
PARENTS’ RIGHTS     LEA RESPONSIBILITIES 
 
1) Access Right  12/a.562 
 
    A) The right to inspect or review any  A) LEA shall permit parents to review the 
education record relating to their children  records without undue delay and before any 
that are collected, maintained or used by  meeting regarding an IEP or hearing and in  
the agency.      no case more than 45 days after the  
        request has been made. 
 
    B) The right to a response to reasonable  B) LEA shall respond to reasonable  
requests for explanations and interpretations request for explanations and interpretations 
of the records.      of records. 
 
    C) The right to request copies of their  C) LEA shall provide copies of the child’s 
child’s records (at no cost) if failure to  records.  Copies shall be provided at no 
provide the records would effectively prevent cost (upon request) if the fee would  
the parents from exercising their right to  prevent the parents from exercising their 
review and inspect the records.   right to review and inspect the records. 
 
    D) The right to have a representative  D) LEA shall permit (with proper 
inspect and review the records.   authorization) a representative of the 
        parents to review and inspect the records of 
        the child. 
 
        E) LEA may presume that the parent has 
        authority to inspect and review records 
        relating to his/her child unless the LEA has 
        been advised that the parent does not have 
        the authority under applicable state law 
        governing such matters as guardianship, 
        separation, and divorce. 
 
2) Record Access 12/a. 563    A) LEA shall keep a record of parties 
        obtaining access to education records 
        collected, maintained or used (except  
        access by parents and authorized 
        employees) including the name of the party, 
        the date access was given, and the purpose 
        for which the party is authorized to use the 
        records. 
 
 

 

 

 

 



 

 

 

 

 

PARENTS’ RIGHTS     LEA RESPONSIBILITIES 
 
 
3) Records on more than one child 12/a 564 
 
    A) The right to inspect and review only    
the information relative to their child or to    
be informed of that specific information.   
        
 
4) List of types and locations of     A) LEA shall provide parents on request 
information   121a 565    a list of the types and locations of education 
       records collected, maintained, or used by 
       the agency. 
 
5) Fees  121c 566     A) LEA may charge a fee for copies of 
       records that are made for parents (under 
       this part) if the fee does not effectively 
       prevent the parents from exercising their 
       right to inspect and review those records. 
 
6) Amendment of records at parent’s  
request  121a 567 
 
    A) A parent who believes that    A) LEA shall decide whether to amend the 
information in education records collected,  information in accordance with the request 
maintained or used under this part is   within a reasonable period of time of receipt 
inaccurate or misleading or violates the  of the request. 
privacy or other rights of the child, may 
request the agency that maintains the  B) LEA shall, if it refuses to amend the 
information to amend the information.  information, inform the parents of the  
       refusal and advise the parents of their right 

to a hearing under 121a 568. 
 
7) Opportunity for a hearing  121a 568 
 
    A) The right to request a hearing to  A) LEA shall provide an opportunity for a 
challenge information in education records. hearing to challenge information in 

education records to insure that it is not 
inaccurate, misleading, etc. 



 

 
PARENTS’ RIGHTS     LEA RESPONSIBILITIES 
 
 
8) Result of hearing   121a 569 
 
    A) The right to be informed in writing  A) LEA shall inform the parents in writing 
if information in education records has  if information has been amended as the 
been amended as the result of a hearing.  result of a hearing. 
 
    B) The right to place in the records  B) LEA shall inform the parents of their right 
maintained by the LEA a statement    to place a statement of disagreement in the 
commenting on the information or setting  records. 
forth any reasons for disagreeing with the 
decision of the agency (when a hearing does C) LEA shall maintain the above statement 
not find in favor of the parents).   as part of the record as long as the record 
       or contested portion is maintained by the 
       agency.  If the record is disclosed to any 
       party by the agency, the statement of 

disagreement must also be disclosed to the 
party. 
 

9) Consent  121a 571     A) LEA shall obtain parental consent before 
personally identifiable information is: 
1) disclosed to anyone other than officials 
     of participating agencies; 
2) used for any purpose other than 
     meeting a requirement under this part. 

 
10) Safeguards  121c 572    A) LEA shall protect the confidentiality of 

personally identifiable information of 
collection, storage, disclosure and 
destruction stages. 
 
B) LEA shall designate one official to 
assume responsibility for insuring the 
confidentiality of any personally identifiable 
information. 
 
C) LEA shall provide training re: 
confidentiality of personally identifiable 
information to all persons collecting or using 
such information. 
 
D) LEA shall maintain for public inspections 
a current listing of the names and positions 
of those employees who may have access 
to personally identifiable information. 



 

PARENTS’ RIGHTS     LEA RESPONSIBILITIES 
 
 
11) Destruction of Information  121a 573   
 
     A) The right to be informed when   A) LEA shall inform parents when 
personally identifiable information is no   personally identifiable information is no 
longer needed to provide educational  longer needed to provide educational 
services to a child.     services to the child. 
 
     B) The right to request that the    B) LEA shall destroy the information at the 
information be destroyed.    request of the parents.  However, a  
       permanent record of a student’s name, 

address,  phone number, his/her grades, 
attendance record, classes attended, grade 
level completed, and year completed may 
be maintained without time limitation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Brigid Scheffert, Supt. 
12/15/10 



 

 

 

 

 

ANNUAL NOTIFICATION OF DESIGNATION OF DIRECTORY INFORMATION AND 
RIGHT OF REFUSAL 

Revised August 2010 
 
 
TO:   All parents of students, and to eligible students currently attending school at (insert 
        school name) 
 
(Insert School Name) may disclose designated directly information on students and eligible 
students without the prior consent of the parent or eligible student, and without any record of 
such disclosure.  The following types of personally identifiable information have been 
designated directory information: 
 
 * Parent’s name, address, and phone number 
 * Student’s name, address, and phone number, electronic mail address, photograph, 

   date and place of birth, grade level, major field of student 
* Participants in officially recognized activities or sports, weight and height of members 
   of athletic teams 
* Dates of attendance, and/or degrees, honors, awards received 
* Class lists and list of graduates 

 
Disclosure may include such personally identifiable information contained or reflected in 
photographs or videos. 
 
Directory information may be released to members of the public and newspapers at the 
discretion of the school administration.  If you are an eligible student and are currently 
attending the school named above, or if you are the parent of a student currently attending the 
school named above, you have a right to refuse to permit the designation of any or all of these 
types of information as directory information concerning your child or (if you are an eligible 
student) yourself, by providing written notice of your refusal, listing the type(s) of information 
which you refuse to have so designated, to the principal of the school on or before (insert a 
date 10-15 working days beyond the date of public notice). 
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CONFIDENTIALITY TRAINING SIGN-IN SHEET                      DATE:______________________ 

        

             Print Name                 Signature                    School                  Position Held 

    

    

    

    

    

    

    

    

    

 



SUPERINTENDENT GOALS 
 
Goal 1:  Policy 

 Develop and communicate recommended board policies. 
 Draft model board policies for use by the member school districts, using VSBA model policies 

as a primary resource, and with an initial focus on required policies or policy changes. 

 Based on approved policy, maintain a written document describing the specific services 
approved by the WWSU Board to be offered by the Central Office to member districts. 

 
Goal 2:  Ensure districts have the information necessary to manage and develop budgets 
that maximize revenues and evaluate costs for effective decision-making. 

 Improvement and enhancement of financial planning/budgeting, accounting, and reporting 
functions. 

 
Goal 3:  Preparation of written reports and presentations to full WWSU Board of a 
comprehensive “state of the WWSU”. 

 Related to student achievement, curricula, and WWSU-wide professional development, with 
recommendations as appropriate related to WWSU-wide curriculum coordination and/or 
professional development. 

 
Goal 4:  Ensure that the human resource needs of all WWSU customers, i.e. employees, 
administrators, and board members, are served promptly and in accordance with 
applicable policies, statutes, and contracts. 
 
Goal 5:  Assist and coordinate WWSU schools in providing appropriate services which 
are compliant with federal and state mandates, that maximize revenues reimbursement, 
to meet the needs of challenged learners. 
 
Goal 6:  Establish a schedule for the evaluation of those professionals who report 
directly to her, and insure that the evaluations are completed in a timely manner. 

 Evaluations are to be done for each individual at least once every two years or more, frozen 
at the direction of each individual board. 

 Evaluations will be completed by January 31 of each year an evaluation is due. 
 Those to be evaluated are the principals of each school, and central office staff (business 

manager, special education director, director of curriculum and assessment, and the 
administrative assistant). 

 The appropriate school board will be informed of the results of each evaluation promptly 
after its completion. 

 
Goal 7:  The Superintendent is primarily the educational leader of the supervisory union.  
We look to the Superintendent to be proactive in improving the quality of instruction to 
and the overall performance of, our students.  Recent examples of innovative 
approaches have been:  alternative programs and dual enrollments which have 
drastically improved the graduation rate at LUHS, coordinated and intensified anti-
truancy initiatives across the SU, training to assist all staff to deal with special obstacles 
of poverty which hinder academic progress.  We expect our Superintendent to continue 
to explore and develop similar initiatives, efficiencies, and funding methods beyond 
simply the functions prescribed for a Superintendent under law. 
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