
SECONDARY PRINCIPAL 
 
Reports to:   Superintendent 
 
Role:   The Secondary Principal administers, supervises, and coordinates the activities of the 

middle/high school, serving as the instructional leader for the school. 
 
Performance Responsibilities: 
 
Within the limits of District policies, procedures, programs, and budgets, is responsible for, and 
has commensurate authority to accomplish, the duties set forth below.   
 
1.  Assures compliance with state and federal laws pertaining to education, Commissioner’s 
regulations, Board of Education policies, regulations of the superintendent, and requirements of 
the negotiated contracts with school personnel. 
 
2.  Cooperate with and assist the Director of Curriculum in developing an articulated K-12 
curriculum, with shared instructional practices and aligned assessment. 
 
3.  Implement, coordinate, supervise, and evaluate the curriculum offered in the middle/high 
school. 
 
4.  Foster a climate of conversation, learning, and problem-solving focused on continuous 
enhanced student achievement. 
 
5.  Supervise and evaluate all personnel, both teaching and non-teaching, coordinating this 
responsibility with District administrators. 
 
6.  Oversee the development of probationary teachers in particular through formal and informal 
observations, constructive feedback, and honest assessments; supervise and lead the integration 
of technology into the educational culture of the school. 
 
7.  Supervise the maintenance of pupil attendance records and reports. 
 
8.  Maintain the role of instructional leader in the school; evaluate the processes and evidence of 
learning in order to improve instruction. 
 
9.  Certify that pupils have met the minimum requirement of the local Board of Education and 
Board of Regents for a high school diploma. 
 
10.  Coordinate, analyze, and evaluate the testing and grading of results of each department and 
insure that accurate records are maintained. 
 
11.  Align school level curriculum and assessments with those of the District and New York 
State. 
 



12.  Review and make recommendations to the Director of Curriculum on all new textbooks and 
course offerings. 
 
13.  Develop, supervise, and evaluate professional development activities. 
 
14.  Assist in the recruitment, selection, assignment, retention, and dismissal of professional 
staff. 
 
15.  Organize and manage a comprehensive program of pupil activities. 
 
16.  Supervise all administrative routines in the school, including pupil personnel, budget 
preparation, administrative reports, master schedule, transportation schedules, and extra-
curricular school funds. 
 
17.  Maintain general discipline and a safe, healthy school environment and encourage and be 
available for discussions with parents. 
 
18.  Promote positive community relationships through participation in school and community 
activities which encourage dialogue regarding school programs and procedure. 
 
19.  Administer all local scholarships. 
 
20.  Foster personal growth through participation in seminars, conferences, professional 
organizations, and professional development activities. 
 
21.  Act in an appropriate and professional manner recognizing his or her status as a role model. 
 
22.  Actively work to support the District’s vision and mission and the tasks assigned by the 
Superintendent. 
 
23.  Other duties as assigned. 
 
 


