PRINCIPAL EMPLOYMENT TOOLS
INTRODUCTION
· [OVERALL GOAL OF THE TOOLS AND HOW THEY WERE DEVELOPED]
· [bookmark: _GoBack][INFORMATION ABOUT HOW THESE TOOLS ARE ALIGNED WITH CORE PROPOSITIONS, ARE COMPREHENSIVE, AND REPRESENT OUR BEST THINKING ABOUT RECRUITING AND HIRING EFFECTIVE TEACHERS AND LEADERS. THE TOOLS ARE AVAILABLE FOR DISTRICTS TO CUSTOMIZE AND TAILOR TO THEIR CONTEXT AND RECRUITING NEEDS AND CHALLENGES. HOWEVER, MSFE ADVISES THAT THE FOLLOWING FUNDAMENTAL COMPONENTS OF EACH TOOL REMAIN…]
BRIEF DESCRIPTION OF EACH TOOL
· [SHORT DESCRIPTION OF EACH OF THE THREE TOOLS]
ADDITIONAL RESOURCES
· [LIST THE SERIES OF APPENDICES AND WHAT THEY INCLUDE, INCLUDING: 1) INTERVIEW TIPS AND MODELS OF INTERVIEWING (E.G., TIERED INTERVIEWING, USING INTERVIEWING TEAMS AND TEACHER LEADERS, AND THE USE OF VIDEOS); 2) POTENTIAL ADDITIONAL INTERVIEW QUESTIONS]



4

SAMPLE ADVERTISEMENT – PRINCIPAL
[INCLUDE SHORT INTRODUCTION] 
	SCHOOL PRINCIPAL
WE ARE SEEKING A DYNAMIC AND HIGHLY-EFFECTIVE  BUILDING ADMINISTRATOR TO LEAD OUR SCHOOL AND ITS TEAM OF TALENTED EDUCATORS AS WE STRIVE FOR INCREASED SUCCESS FOR OUR SCHOOL AND EACH ONE OF OUR STUDENTS. 
THE SUCCESSFUL CANDIDATE WILL BE A STRATEGIC LEADER - ONE WHO WILL INSPIRE THE LEARNING COMMUNITY TO COMMIT TO A SHARED AND COMPELLING VISION OF STUDENT LEARNING AND INSTRUCTIONAL PRACTICE. ADVANCE THE SCHOOL MISSION THROUGH COLLABORATIVE PROCESSES THAT FOCUS AND DRIVE THE ORGANIZATION TOWARD THE VISION. LEAD WITH A SENSE OF URGENCY AND ACHIEVE HIGHEST RESULTS FOR STUDENTS AND ADULTS. ENSURE THAT TEACHING AND LEARNING IS THE PRIMARY FOCUS OF THE ORGANIZATION BY LEADING THE IMPLEMENTATION OF A RIGOROUS, RELEVANT, AND BALANCED CURRICULUM.  THIS LEADER WILL HAVE THE SKILLS AND KNOWLEDGE TO CREATE SYSTEMS, STRUCTURES, POLICIES AND PROCEDURES THAT SUPPORT STUDENTS SOCIALLY, EMOTIONALLY, AND INTELLECTUALLY IN THEIR DEVELOPMENT, LEARNING, AND ACHIEVEMENT, AND INSPIRE AND NURTURE A CULTURE OF HIGH EXPECTATIONS, WHERE ACTIONS SUPPORT THE COMMON VALUES AND BELIEFS OF THE ORGANIZATION.  IN ADDITION, THE LEADER WE SEEK WILL BE A REFLECTIVE PRACTITIONER WHO CONTINUALLY STRIVES FOR IMPROVEMENT, AND WORKS WELL WITH OTHERS IN THE PURSUIT OF EXCELLENCE IN TEACHING AND LEARNING.
	

Insert Logo Here



[INSERT LOGO]

	WHY SHOULD YOU CONSIDER A CAREER AS A LEADER WITH [MSAD 123]?
	

	AMAZING STUDENTS
	TALENTED STAFF
	SUPPORTIVE COMMUNITY
	(MSAD 123) IS LOCATED IN BEAUTIFUL (IDENTIFY REGION) MAINE, KNOWN FOR (INSERT GEOGRAPHICAL, CULTURAL, INDUSTRY, AND/OR OTHER LOCAL DRAW OF THIS AREA).  WE ALSO OFFER COMPETITIVE PAY AND BENEFITS, INCLUDING OPPORTUNITIES TO INCREASE YOUR EARNINGS BASED ON PERFORMANCE.

	[INSERT PIC AND/OR COPY]
	[INSERT PIC AND/OR COPY]
	[INSERT PIC AND/OR COPY]
	

	STRIVING FOR EXCELLENCE IN TEACHING AND LEARNING
(OR INSERT DISTRICT MOTTO)
	

	IF INTERESTED IN BEING PART OF A WORKFORCE OF HIGH PERFORMING EDUCATORS WHO ARE ALIGNED IN PURPOSE, TEAMED IN THEIR EFFORTS, AND MOTIVATED TO SUCCEED IN DELIVERING HIGHEST QUALITY INSTRUCTION TO ALL STUDENTS, SEND …

INCLUDE A LINK TO JOB DESCRIPTION



[ADD CLOSING INFORMATION WITH: 
1) CONSIDERATIONS FOR WHERE A DISTRICT MIGHT POST SUCH AN ADVERTISEMENT; AND 
2) CONSIDERATIONS FOR HOW A DISTRICT MIGHT USE THIS ADVERTISEMENT IN RECRUITMENT EFFORTS] 


SAMPLE JOB DESCRIPTION – PRINCIPAL
[INCLUDE SHORT INTRODUCTION]
	Insert Logo Here

MAINE SCHOOL ADMINISTRATIVE DISTRICT 123
Sample Job Description
	Principal	


	
Summary

To provide the leadership and management necessary to administer and supervise all programs, policies and activities of the school to ensure high quality educational experiences and services for all students in a safe and enriching environment. 

	
Essential Responsibilities 

Vision, Mission and Advocacy
· Shared Vision and Mission. Advance the district vision for student learning and instructional practice through development of an aligned school mission.
· Stakeholder Communication and Engagement. Communicate internally and externally with stakeholders and the community to advance the organization's vision and mission.
· Community Support. Leverage community resources to implement and revitalize the school’s mission
Strategic Leadership for Results
· Organizational Capacity. Build organizational capacity by developing leadership competency in others.
· Strategic Management Systems. Design, develop, and implement strategic management systems, monitoring systems for effectiveness and efficiency through a continuous improvement process.
Supports for Learning
· Support for Students. Develop a system to support all students socially, emotionally, and intellectually.
Teaching and Learning
· Instructional Focus. Ensure teaching and learning are the primary focus of the organization.
· Curriculum, Instruction, and Assessment. Direct the implementation of a rigorous and relevant system of curriculum, instruction, and assessments.
· Supporting Instructional Practice. Support improvement of teacher practice through evidence-based, actionable feedback and access to quality professional development.
Culture
· Relationship Building. Build authentic, productive relationships with and among students, staff, parents/caregivers, and the community in the interest of student learning.
· Respect for Diverse Cultures. Honor the culture of students, adults, and the larger community, demonstrating respect for diversity and ensuring equity.
· improvement plan.
· Communicate progress on the building and district school improvement plan to the superintendent and community.
· Assume responsibility for the establishment of a student code of conduct based on the mission and core values of the MSAD 123 schools.
· Evaluate the performance of all professional personnel and support staff.
· Encourage staff involvement with local, regional, state, and national organizations and networks that support school improvement.
· Interview professional and support staff in collaboration with other staff members, parents, and students and makes recommendation to the superintendent.
· Assume responsibility for recommendations regarding student academic achievement by reviewing student learning data, including local assessments, classroom assessment results/grades, as well as standardized testing..
· Works with other school principals and appropriate personnel to ensure appropriate transition into and out of the school for all students; including grade span and special purpose school transitions. 
· Attend Individualized Educational Plan Team meetings as appropriate.
· Assume responsibility for the effective use of technology to enhance teaching and learning and ensures that our technology presence, including the school web page and social media, remains current and inviting.
· Prepare and recommend an annual school site budget.
·  Administer the daily organization of the school including student scheduling, teacher assignments and various student services and activities.
· Establish effective communication protocols and modes with community and parent organizations.
· Participate regularly on the district administrative leadership team and other K-12 teams.
· Promotes the use of school volunteers and other
· partners in education resources.
· Interact effectively with local community services in scheduling activities requesting use of school space.
· Communicate and interpret School Committee policies to teachers, students, and parents and assists in making recommendations for new policies where changes are needed.
· Maintain accurate records and prepare reports as directed by the Superintendent or as otherwise mandated by Maine State Law.
· Work with colleagues in developing grants and other opportunities for alternative funding in the interest of student learning and school improvement.
· Work closely with disrict maintenance personnel and work to coordinate the ongoing maintenance of the school facility, requesting necessary maintenance and reviewing projects/repairs to keep facilities in proper condition.





	


· Safe Environment. Create and maintain a physically, emotionally, and intellectually safe environment that promotes effective adult practice and student learning.
Ensuring Professionalism
· Rational and Transparent Decision-Making. Provide a firm rationale for decision making, considering the needs of the school community.
· Professional Conduct. Model and establish a culture in which a high degree of professionalism is practiced by all stakeholders.
Reflection and Growth
· Self-Reflection and Continuous Improvement. Reflect on personal and professional strengths and areas for development, and adjust practice for continuous improvement.
Sample  Duties

· Work collaboratively with team leaders and learning area leaders to ensure that each course taught at the school is based upon the district’s clearly articulated learning standards.
· Focus staff development time, including release time, staff/team meetings, and other opportunities for collaboration and improvement, on activities which are compatible with the school improvement plan.
· Create a school environment based on trust, involvement, understanding and productive interactions with and among staff, students, parents and the community.
· Encourage and support professional improvement of staff through meaningful, job-embedded opportunities for professional growth and teacher leadership.
· Establish and implement operational policies, procedures, and practices that will promote the vision, mission and core values of the MSAD 123 Schools.
· Provide effective leadership in the development and implementation of the building and district school 
· Assume responsibility for all official school correspondence and informational releases.
· Plan and supervise fire drills and an emergency preparedness program in accordance with legal requirements and established school system procedures or as outlined in the Crisis Response Manual.
· Perform all other duties as assigned by the Superintendent.
Minimum Qualifications

· Master’s degree in educational leadership or similar field  
· Current and valid Maine (040) Building Administrator Certificate  
· Five (5) years of successful experience serving as a school administrator or assistant administrator
· Five or more years’ experience as a teacher at the secondary and/or elementary level
· Experience facilitating communication between groups and group decision making
· Effective administrative and management skills
· Excellent oral and written communication skills
· Proficiency with current technology and information management tools and software
· Such additional and/or alternative qualifications to those listed above as the Board may find appropriate and acceptable.

Preferred Qualification: National Board Certification  (NBCT)

Hours: Salary and work year to be established by the Board of Directors.

Pay: Competitive base pay and benefits, with opportunity for additional reward and recognition contingent on performance-based criteria, such as: professional practice and growth, school climate, school growth and learner growth. 

Reports to: Superintendent of Schools
	


“District Vision and Values Here”



[ADD CLOSING INFORMATION WITH: 
CONSIDERATIONS FOR WHERE A DISTRICT MIGHT POST SUCH A JOB DESCRIPTION AND AT WHAT POINT IN THE RECRUITMENT PROCESS PROSPECTIVE SCHOOL LEADERS SHOULD SEE SUCH A JOB DESCRIPTION]



SAMPLE INTERVIEW PROTOCOL – PRINCIPAL
[INCLUDE SHORT INTRODUCTION. SHOULD INCLUDE INFORMATION ON HOW AN INTERVIEWER/RATER SHOULD BE THINKING ABOUT THE 4-CATEGORY RANKING SYSTEM AND SOME GENERAL GUIDANCE ON HOW TO USE IT DURING AN INTERVIEW.]
	
Candidate Name:__________________________________  Date: ____/____/_____

Interview Team:

	Effectiveness Level

	
	1
	2
	3
	4

	
	Ineffective
	Developing
	Effective
	Distinguished

	1  Vision, Mission, and Advocacy 

	
	1.1 Shared Vision and Mission. Advance the district vision for student learning and adult instructional practice through development of an aligned school mission.
· Describe strategies that you have used in the past to collaborate with your school community for purposes of developing shared mission that is aligned with district vision.
· Tell us about approaches you have taken to ensure alignment between school mission and e.g.,  school systems, strategies, structures, programs, practices and procedures
· Describe systems that you have used in the past to monitor progress toward school mission
Evidence:


	


1


1

1
	


2


2

2
	


3


3

3
	


4


4

4

	
	1.2 Stakeholder Communication and Engagement. Communicate internally and externally with stakeholders and the community to advance the organization's vision and mission.

· Describe strategies you have used in the past to create a collaborative school community where school staff and community interact regularly and share ownership for the success of the school.
· Share with us examples of how you have communicated internally and externally with stakeholders and the community to advance the district’s vision and school mission.
· Tell us what systems you have put in place to monitor the effectiveness of communications that you have put in place in the interest of your schools mission?

Evidence:


	


1

1

1
	


2

2

2
	


3

3

3
	


4

4

4

	
	1.3  Community Support. Leverage community resources to implement and revitalize the school’s mission

· Tell us how you have advocated within your school and beyond for the support and resources needed to implement and revitalize the school’s mission.
· Share with us examples of how you have leveraged community resources to support and enrich the school.
·  Describe how you have communicated and reinforced the importance of community collaboration with faculty and staff.

Evidence:


	

1

1

1
	

2

2

2
	

3

3

3
	

4

4

4

	2  Strategic Leadership for Results

	
	2.1 Organizational Capacity. Build organizational capacity by developing leadership competency in others.
· Explain strategies you have used to build and sustain organizational capacity by developing leadership competency in others.
· Describe how you have supported ongoing success of staff members in leadership roles.
· Tell us how you have monitored staff in leadership roles to ensure expectations are clear and intended goals are being met.
· What steps would you take to ensure that all new hires to the school are the right fit with your mission, values and standards?
Evidence:



	

1

1
1

1
	

2

2
2

2
	

3

3
3

3
	

4

4
4

4

	
	2.2   Strategic Management Systems. Design, develop, and implement strategic management systems, monitoring systems for effectiveness and efficiency through a continuous improvement process.	
· Describe your experience creating and monitoring school budgets.
· What quantitative and qualitative data have found most useful in making and evaluating budgetary decisions regarding operations, staffing, and other resources for supporting teaching and learning?
· What process have you used in the past to ensure a wide representation of perspectives and data before making decisions?
Evidence:

	


1

1

1
	


2

2

2
	


3

3

3
	


4

4

4

	3  Supports for Learning	

	
	3.1 Support for Students. Develop a system to support all students socially, emotionally, and intellectually.

· Describe how you have used data to monitor the social, emotional and intellectual needs of students.
· Describe the strategies you have used to ensure staff has the resources and skills needed to support a wide range of needs within the classroom.
· Tell us about formal collaborative structures have you used to identify and assist students at risk of academic failure or social and emotional crisis?
Evidence:

	

1

1

1
	

2

2

2
	

3

3

3
	

4

4

4

	4  Teaching and Learning

	
	4.1   Instructional Focus. Ensure teaching and learning are the primary focus of the organization.

· Share strategies you have used in the past to ensure ‘teaching and learning’ are the primary focus of the organization, and that ALL students can learn and accomplish challenging learning goals.
· What structures have you created to ensure personnel are being used efficiently in order to maximize instructional time of teachers and allow you to be visible in the classrooms?
· Tell us about strategies you have used to protect and maximize time for professional development and collaborative conversations related to teaching and learning?
· Describe strategies have you used to improve student attendance.
Evidence:


	

1

1

1

1
	

2

2

2

2
	

3

3

3

3
	

4

4

4

4

	
	4.2 Curriculum, Instruction, and Assessment. Direct the implementation of a rigorous and relevant system of curriculum, instruction, and assessments.
	
· Describe specific ways you have worked with staff to ensure vertical and horizontal alignment of curriculum, instruction, and assessment to college- and career-ready standards.
· Describe ways you have worked with staff to select, develop, and analyze formative and summative assessments to ensure ongoing alignment with curricular expectations, instructional strategies, and the needs of students. 
· Tell us strategies you have used to examine student achievement and student growth data and other performance measures, including classroom observations, to monitor and adjust curricular resources, instructional strategies, teacher professional development, and student supports

Evidence:


	


1

1


1
	


2

2


2
	


3

3


3

	


4

4


4



	
	4.3 Supporting Instructional Practice. Support improvement of teacher practice through evidence-based, actionable feedback and access to quality professional development.

· What does evidence-based, actionable feedback mean to you and how have you used it to support teacher effectiveness.
· Describe your philosophy and approach to conducting classroom observations.
· Tell us how you have used classroom observations, student growth data and other measures to inform conversations about the impact of particular teaching practices on student learning. 
Evidence:

	


1

1
1
	


2

2
2
	


3

3
3
	


4

4
4

	5  Culture

	
	5.1   Relationship Building. Build authentic, productive relationships with and among students, staff, parents/caregivers, and the community in the interest of student learning.

· What strategies have you used to build authentic, productive relationships with and among students, staff, parents and caregivers, and the community in the interest of student learning.
· What strategies have you used to monitor and improve relationships within the school community? 
· In what ways have you expressed personal and public appreciation for the ways that individuals within the school community – staff, students, community members – are contributing to the success of the school?
Evidence:


	


1

1

1
	


2

2

2
	


3

3

3
	


4

4

4

	
	5.2   Respect for Diverse Cultures. Honor the culture of students, adults, and the larger community, demonstrating respect for diversity and ensuring equity.

· What does it look like and sound like in a school that respects and honors the diversity of a school community?
· What strategies have you used to promote, and ensure where applicable, diverse representation on school, staff, and student committees, clubs, and activities?
· In what ways have you modeled appreciation and respect for the cultures of the school and community to create an environment that support high achievement for all students?
Evidence:


	


1

1

1

	


2

2

2
	


3

3

3

	


4

4

4


	
	5.3 Safe Environment. Create and maintain a physically, emotionally, and intellectually safe environment that promotes effective adult practice and student learning.

· Describe strategies you have used to create and maintain a physically, emotionally, and intellectually safe environment that promotes effective adult practice and student learning?
· What systems and structures have you put in place to monitor and promote a positive school culture?
· How do you reward teachers who create positive and rigorous classroom cultures?
Evidence:

	


1

1

1

	


2

2

2

	


3

3

3

	


4

4

4


	6  Ensuring Professionalism

	
	6.1   Rational and Transparent Decision Making. Provides a firm rationale for decision making, considering the needs of the school community.

· How would others describe your decision making process, e.g., in terms of consistency, inclusiveness, and inputs?
· Tell us examples of decisions that you have made on your own and how you communicated this type of decision to staff and stakeholders?
· Describe examples of decisions that required more input and involvement to be successful, and how you went about implementing this collective decision-making process in a way that promoted engagement and ownership from all stakeholders, including students?

Evidence:


	


1

1

1

	


2

2

2

	


3

3

3

	


4

4

4


	
	6.2   Professional Conduct. The leader models and establishes a culture in which a high degree of professionalism is practiced by all stakeholders.

· What would others say about the current culture of professionalism at your current school?
· What behaviors and structures contribute positively to this culture and which are detracting from it?
· In what ways have you made your staff feel empowered and supported to take the initiative to challenge one another when unprofessional conduct is exhibited?

Evidence:


	


1
1

1

	


2
2

2

	


3
3

3

	


4
4

4


	7  Reflection and Growth

	
	7.1   Self-Reflection and Continuous Improvement.  The leader reflects on personal and professional strengths and areas for development, and adjusts practice for continuous improvement.

· Give us an example of how you have taken steps to improve your practice as a result of self-reflection?
· What do you do to stay abreast of current research? Give us an example of how you have incorporated new findings and strategies into your practice.
· What does your current professional development plan include for areas to work on?

Evidence:


	


1

1

1

	


2

2

2

	


3

3

3

	


4

4

4


	
Overall Rating based on the preponderance of evidence collected during the application and interview process.

	





Appendix X
Potential Additional Interview Questions
1. Please tell us about yourself and why you are a strong candidate for this position. Also, what has been your most outstanding contribution to your present school district and why?
2. Who is your management role model and what strategies would you borrow from him/her? What makes that person an effective manager?
3. Please respond to the following scenario. A parent calls and is upset about the consequence a teacher gave their child. The parent feels the consequence is too severe and the more you listen to the parent, the more you wonder the same. How do you respond and what do you do?
4. What have you been working on so far with regard to alignment with the Common Core and Proficiency Based Education?  How’s it going? What’s hard about it? What’s exciting? How would you be able to support teachers in this work?
5. If you are to be responsible for keeping an eye on student achievement in your grades, what data would be most important for you to look at and when? What do you envision doing with this information and how will teachers be involved?
6. When observing a teacher in a classroom, what are the first 4 things you look for when you’re providing feedback? Why? How do they help to push instruction forward?
7. Given all the initiatives that districts are managing (e.g., new Common Core standards, State testing, proficiency-based diplomas, teacher evaluation, etc.) which initiatives would you feel you are most prepared and unprepared to carry out as a building principal and why?
8. As a new principal in a school, how would you go about building relationships of trust and collaboration with staff, parents, and students?
9. Think about the hardest piece of critical feedback you have received. What was it? Why was it hard to hear? How did you respond and what did you do to fix it?
10. Describe a time when you had to persuade a peer, supervisor, or person you managed to accept an idea or proposal that you know the person would not like. What was the nature of the resistance and what did you do to overcome it?  How did you approach the conversation?
11. Describe what you consider to be effective teaching and learning. What does this look like? How do you know when you see it?
12. A principal is responsible for many moving parts at once. Describe your personal organizational style and explain how you would effectively juggle all aspects of the job.  What parts of the job will you prioritize? Which will be the hardest to maintain and manage?
13. Explain how you approach student discipline. Please be specific about your philosophy and actions.
14. We have regular staff meetings once a month.  How would you decide what the agenda should look like to push student achievement and instruction forward?  What is a successful meeting in your opinion?  How do you follow-up afterwards?
15. You are in an end-of-year conference with a teacher providing them their summative evaluation feedback and rating.  Although you have ample evidence for their rating, they disagree with you.  What do you say and do?  How do you approach the conversation?  Describe how you would carry out the rest of this meeting.
16. Describe a time when you had to give difficult feedback to a peer, supervisor, or supervisee. Was the conversation successfully? Why or why not?
17. If we were to interview three of the toughest families you have had to deal with this year, what would they say about you?
18. There are a ton of different hats that a principal wears. Which one will fit you most comfortably? Which one will be the hardest? Why?
19. A teacher is regularly late to school or meetings and comes unprepared. What do you do?
20. A teacher comes to you with a complaint about another member of the staff talking in a derogatory fashion about a child. What do you do?
21. What will you need to know to do this job? Where will your biggest learning curve be? How will you prepare?
22. What questions do you have for us?

















