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3000

GOALS AND OBJECTIVES FOR ADMINISTRATION

District administration is to be organized so that all divisions and
departments of the central office and all schools operate within a system guided
by Board policies, which are implemented through the Superintendent. All
personnel will have the necessary authority and responsibility (clearly defined and
correlated to their roles) to carry out their respective assignments within this
framework. Accountability will rest with these same personnel for the
effectiveness with which their duties are performed.

Major goals of district administration will be:

1. to effectively manage the district's various departments, units and
programs;
2. to provide professional advice and counsel to the Board and to advisory

groups established by Board action. This includes the review of policy
alternatives and the subsequent recommendation from among them;

3. to perform managerial duties as will best assure effective learning
programs, including but not limited to:

a.
b.
C.

ensuring the effective implementation of Board policy;

addressing the on-site needs of the district's schools;

providing leadership in keeping abreast of current educational
developments;

arranging for effective staff development programs;

coordinating cooperative efforts at improving learning programs,
facilities, equipment and materials; and

keeping lines of communication of information necessary and
useful in the design and development of school policy.

Ref:  Education Law 88§ 1604, 1711, 2507, 2508

Adoption date: December 1, 1995
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3100

SUPERINTENDENT OF SCHOOLS
The Board of Education shall by a majority vote appoint a Superintendent of Schools for

a term of no less than three years and not to exceed five years. The Superintendent shall serve as

the chief executive officer of the Board and as such shall carry out the policies established by the
Board.

Ref:  Education Law " "1711; 2508

Adoption date: December 1, 1995






3110
QUALIFICATIONS OF SUPERINTENDENT

The Superintendent of Schools shall be duly certified as required by the Commissioner's
Regulations. To be certified, a Superintendent must hold a baccalaureate and a Master's degree,
and at least 60 hours of graduate study, including 24 hours in school administration and
supervision, and an approved administrative/supervisory internship. The internship may be
substituted with a one year full time experience in a school administrative or supervisory
position. In addition, the Superintendent must have completed two hours of coursework or
training regarding the identification and reporting of child abuse and maltreatment. The
Commissioner of Education may grant special certification to an exceptionally qualified person
who fails to meet all the graduate course or school teaching requirements.

The Board of Education reserves the right to set minimum requirements above those of
certification for any candidate who seeks the position of Superintendent.

Cross-ref: 3111, Recruitment of the Superintendent

Ref:  Education Law "3003(4)
8 NYCRR "80.4

Adoption date: December 1, 1995






3111-R
RECRUITMENT OF THE SUPERINTENDENT REGULATION

The Board of Education will establish a search committee (or hire a consultant) to recruit
and interview candidates for the position of Superintendent of Schools. The responsibilities of
the search committee [consultant] will be clearly established by the Board prior to the
commencement of the recruitment process. The committee, if not experienced in the
recruitment of administrative personnel, will undergo training so that the process may be
conducted more efficiently.

The Board will establish a budget and time frame for the process. The position will be
advertised in newspapers, educational periodicals and other relevant sources. In addition,
applications will be mailed on a confidential basis to candidates.

It will be the responsibility of the committee [consultant] to determine that the candidates
meet certification and other requirements established by the Education Law and the Regulations
of the Commissioner of Education for the position of Superintendent. A candidate shall have
obtained appropriate certification for administrative and supervisory service as a Superintendent
of Schools by :

1. having been awarded a baccalaureate degree;

2. having completed, in addition, sixty (60) semester hours of graduate study (including
twenty-four (24) semester hours of graduate study in the field of school administration
and supervision) and an approved administrative/supervisory internship under the
supervision of a practicing school administrator and of a representative of the sponsoring
institution of higher education. One (1) year of satisfactory full-time experience in a
school administrative or supervisory position may be substituted for the internship; and

3. having completed three (3) years of teaching and/or administrative and/or supervisory
and/or pupil personnel service experience in the schools.

The search committee [consultant], upon receiving appropriate vitae from candidates,
will conduct an initial interview with qualified individuals. The committee [consultant] will then
screen those candidates interviewed. The entire Board will then conduct a series of second
interviews with those candidates selected by the committee [consultant], and select a new
Superintendent from those interviewed by the Board.

A contract will be negotiated between the Board and the Superintendent. The remaining
candidates will be notified of the selection and the new Superintendent will be announced. The
committee will be dissolved by the Board and an orientation process will be established for the
newly selected Superintendent.

Adoption date: December 1, 1995






3111
RECRUITMENT OF THE SUPERINTENDENT

The Board of Education recognizes that the recruitment and appointment of the
Superintendent of Schools is among the most important priorities of the Board.

Through its employment policies, the Board will attempt to attract, secure, and retain a
qualified Superintendent. The selection program will be based upon finding an individual who
will devote himself/herself to the education and welfare of the children attending the district”s
schools and the efficient and responsible administration of the school system.

The Board will establish a search committee (or hire a consultant) to recruit and interview
candidates for the position of Superintendent. The responsibilities of the search committee
[consultant] and the procedures to be followed will be clearly established by the Board prior to
the commencement of the recruitment process. The committee, if not experienced in the
recruitment of administrative personnel, will undergo training so that the process may be
conducted in an efficient manner.

Recruiting procedures shall enable the district to seek qualified candidates from a variety
of sources. The Board adheres to the practice of recruiting and hiring personnel without regard
to religion, race, creed, color, national origin, sex, marital status, or disability. It will be the
responsibility of the committee [consultant] to determine that the candidates meet certification
and other requirements established by the Education Law and the Regulations of the
Commissioner of Education for the position of Superintendent.

Upon selecting a new Superintendent, the Board will negotiate a contract with the
successful candidate.

Cross-ref: 3110, Qualifications of the Superintendent

Ref:  Education Law " "1711(1), (2), (3)
8 NYCRR "80.4

Adoption date: December 1, 1995






3120
DUTIES OF THE SUPERINTENDENT

The Superintendent of Schools, as chief executive officer for the Board of Education, will
have the specific powers and duties discussed below and will be directly responsible to the Board
for their proper exercise. In harmony with the policies of the Board, the laws of New York State,
and the Commissioner=s regulations, the Superintendent has executive authority over the school
system and the sole responsibility for its effective functioning.

Attendance at Meetings

The Superintendent shall attend all regular and special meetings of the Board and
executive meetings of the Board at the Board's request.

Employment of Staff

The Superintendent shall nominate employees for appointment, promotion, and transfer,
and he/she shall make recommendations to the Board regarding salary and tenure of all
employees. He/She may temporarily suspend any employee for cause and shall promptly report
such suspension to the members of the Board.

Unless otherwise determined by the Board, he/she is authorized to reemploy all
employees upon the adoption by the Board of the budget for the following year.

Recruitment of Staff

The Superintendent is responsible for the recruitment of qualified professional, civil
service, and non-certified personnel. He/She shall develop procedures for the selection of staff
members. He/She shall establish standards for teacher selection, and he/she shall provide a
framework for continuing in-service training of all professional staff members. He/She may
authorize the payment of part or all of the expenses of candidates for teaching positions if the
candidates are asked to come to the district for visits or interviews.

All individuals employed by the district are responsible directly or indirectly to the
Superintendent. The Superintendent has ultimate responsibility for the action of all subordinates.

Supervision of Instruction

The Superintendent shall recommend to the Board the courses of study to be offered in
the school and the textbooks to be used and he/she shall have responsibility for the supervision of
instruction. He/She shall bring to the school, in a leadership capacity, the best in educational
thought and practice. He/She shall, on a continuing basis, review and update the educational
program of the school, and keep the Board informed of all changes in curriculum.





3120
Supervision and Evaluation of Staff

The Superintendent shall be responsible for the supervision and evaluation of all staff
members.

Student Activities

The Superintendent shall ensure that all student activities are properly conducted and
supervised.
Negotiations

The Superintendent shall, in conjunction with the board-designated negotiator(s), advise
the Board in all collective bargaining matters.

Supervision of Building and Grounds

The Superintendent shall be responsible for the supervision of the building and grounds.
He/She shall be responsible for the proper operation of the plant and all facilities. He/She shall
develop plans and make recommendations to the Board on the maintenance, alteration, repair,
and improvement of the building and other facilities.

Annual Budget

The Superintendent shall prepare and present to the Board a preliminary annual budget in
accordance with a schedule established with the Board. He/She shall have a copy of the Board's
proposed annual budget mailed to all district residents.
Budget

The Superintendent shall be responsible for ensuring that the budget, as adopted by the
Board and approved at the annual meeting, is properly administered. Pursuant to Board policy,
the Superintendent or designee shall approve and direct all purchases and expenditures. He/She
shall ensure that regular reports are made to the Board on the status of the budget.

Supervision of Supplies and Materials

The Superintendent shall ensure that all necessary bookkeeping and accounting records
are maintained by the district.





3120
Laws and Regulations

The Superintendent shall ensure compliance with all laws and regulations that affect the
school district.

Relations with the Board

The Superintendent shall serve as a resource person and advisor to the Board. He/She
shall provide the Board with reports and recommendations regarding all operations of the school
and school district. The Superintendent advises the Board in policy development and general
planning and assumes initiative in presenting associated issues to the Board for consideration.
He/She provides data and information to the Board concerning progress and problems of the
district.

Public Relations

The Superintendent shall supervise the public relations activities of the district. He/She
shall keep the community informed about school matters. He/She shall act as a consultant to the
community to improve the educational opportunities for both children and adults.

Ref:  Education Law " "1604(8); 1711; 1804

Adoption date: December 1, 1995






3160
EVALUATION OF SUPERINTENDENT
For pertinent information, see 0320, Evaluation of the School Superintendent.

Adoption date: December 1, 1995






3200
ADMINISTRATIVE ORGANIZATION

The Superintendent of Schools is the chief executive officer of the district. During
his/her absence, the Board of Education designates the Assistant Superintendent to serve as
Acting Superintendent.

All administrative and supervisory positions in the school system are initially established
by the Board and/or by state law. The Board shall maintain a sufficient number of such positions
to promote the attainment of the district”s goals.

When a position is created the Board shall approve the broad purpose and functions of
the position in harmony with state laws and regulations, approve a statement of job requirements
as recommended by the Superintendent, and delegate to the Superintendent the task of
developing a written job description for the position.

The Superintendent shall maintain a comprehensive, coordinated set of job descriptions
for all such positions so as to promote efficiency and economy in the staff=s operations.

Adoption date: December 1, 1995
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3210
ADMINISTRATIVE TEAM

The Board of Education recognizes that the quality of the district's schools is in large

measure dependent upon securing maximum participation of all members of the management
team, which consists of the Superintendent of Schools and the administrative staff.

The management team concept is recognized as an arrangement for responsible and

appropriate involvement of administrative personnel in decision making. The Board believes the
team approach to management best capitalizes upon shared strengths in cooperative decision
making.

The members of the team act in an advisory capacity and participate in decision making

when appropriate. Among the management team's responsibilities are:

1.
2.

3.

to make policy recommendations to the Superintendent and Board as assigned;

to develop for Superintendent's approval and Board review, administrative regulations
implementing policy adopted by the Board;

to involve other staff members possessing competency in the area under consideration in
the development of district policies and regulations;

to interpret and disseminate district policies and programs to other district personnel,
students and citizens;

as assigned by the Superintendent, to be the Board's representative(s) in the
administration of district programs;

to evaluate proposals made by other employees in negotiations with the Board's
designated representative and to recommend to the Superintendent and Board the
district's response to such proposals; and

to serve as support personnel to the district's negotiator.

The Board also encourages a management approach that focuses upon the development

and assessment of management objectives supportive of the Board's approved district plan.

The Superintendent is directed to provide for placing into operation the provisions for

implementing a management team concept for school administration.





3210

A program of administrative internships may be established under which qualified
members of the educational profession, from within or without the district shall be eligible to act
as temporary assistant to members of the administrative staff, with or without salary adjustments.

The purpose of the program shall be to provide specific services which have been clearly
recognized as desirable for the improvement of the school system and to develop administrative
ability among educational personnel who have potential for and an interest in professional
growth.

All participants in the program shall be advised that the successful completion of the
program does not carry with it any guarantee of employment in the event of future openings in
the administrative framework of the district.

Adoption date: December 1, 1995






3230

ORGANIZATION CHART

The Superintendent of Schools shall maintain an administrative organization chart
showing the relationship among the various administrators and staff.

Adoption date: December 1, 1995






3240
LINE AND STAFF RELATIONS

The following principles shall govern the administrative operation of the school system:

1. The Superintendent of Schools shall have specific responsibility for overseeing the
district educational programs.

2. Responsibility shall flow from the Board of Education, to the Superintendent, to Building
Principals, to teachers.

3. Each member of the staff shall be informed as to whom he/she is responsible and for
what functions.

4, Whenever possible, each member of the staff shall be made responsible to only one
immediate supervisor for any one function.

5. Each staff member shall be informed as to whom he/she can appeal in case of
disagreement with an immediate superior.

6. Each staff member shall be informed as to whom he/she should report to for help in

carrying out his/her functions.
Line of Responsibility

Each employee in the school system shall be responsible to the Board through the
Superintendent.

All personnel shall refer matters requiring administrative action to the administrative
officer immediately in charge of the area in which the problem arises.

Administrative officers shall refer such matters to the next higher authority when deemed
necessary.

All employees shall have the right to appeal any decision made by an administrative
officer to the next higher authority and through appropriate successive steps to the Board.

Adoption date: December 1, 1995






3250
SCHOOL BUILDING ADMINISTRATION

The Superintendent of Schools shall recommend candidate(s) for Building Principal to
the Board of Education who shall make the final decision. The Superintendent will delegate
administrative authority to the Building Principal of each school and to his/her assistant(s) within
the district's system for the internal management of the schools, within established Board of
Education policy and administrative regulations.

Adoption date: December 1, 1995






3300

POLICY IMPLEMENTATION

The execution, administration and enforcement of all policies of the district is the
responsibility of the Superintendent of Schools. He/She shall report to and be accountable to the
Board of Education and not any officer, committee or individual member of the Board, in
fulfilling this responsibility.

Adoption date: December 1, 1995






3310
DEVELOPMENT OF REGULATIONS

The Superintendent of Schools shall be responsible for developing regulations consistent
with policies of the Board of Education. In developing such regulations, the Superintendent
shall, whenever feasible, seek the advice and opinions of any staff member who will be affected
by the proposed regulations, and establish procedures to ensure that such advice and opinions are
received.

The Superintendent shall give due weight to the opinions of staff, especially those offered
by representatives of any groups. The Superintendent shall inform the Board of any advice or
opinions given by staff in presenting reports of administrative action or when presenting
recommendations for action by the Board.

Ref:  Education Law " "1709; 1711

Adoption date: December 1, 1995






3320

BOARD REVIEW OF REGULATIONS
The Board of Education shall review and approve any administrative regulations
establishing or affecting curricula. The Board may review any other regulation, at its discretion,

to determine whether the regulation conforms with adopted policy.

Adoption date: December 1, 1995






3330
REGULATIONS DISSEMINATION

Regulations promulgated by the Superintendent of Schools shall be included in the
district policy manual and disseminated in the same manner as Board of Education policies.

Adoption date: December 1, 1995





