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Job Description
Executive Director

Direct Report: School Board
Supervises: Teachers & Classified Staff
FSLA Status: Exempt

Contract Type: A

Summary of Position:

The Executive Director is responsible for the effective operation of the school including the
general administration of all instructional, business or other operations of the school, and for
advising and making recommendations to the School Board on such items/areas. He/she is
also responsible for the support and growth of the charter school including both teaching and
support staff as well as students and families. The 12 month position requires the Executive
Director work in both his/her home office and out in the field as needed and, as with other high
level leadership roles, may also be called upon under special circumstances to be available
during weekends/breaks/holidays. This position will require travel both within and outside of
the region. The Executive Director will uphold and promote the school’s mission and vision at
all times.

The salary is based on experience and region’s size. The Executive Director is not required to
carry a caseload of students.

Duties and Responsibilities:

® Be professional, fair, and a team player in all duties, actions, and communications

e Keep the Board informed of the condition of the school’s educational program and
assure effective communication between the Board and school staff as needed

e Actively engage in the preparation of Board agendas and prepare and submit
recommendations to the Board to all matters requiring board action

e See to the execution of all decisions and requests from the Board

e See that all funds, physical assets, and other property of the school are appropriately
safeguarded and administered

e Complete and submit all reports, requests, and other deliverables as required by various
governing or authorizing bodies or Board policies

e Ensure that annual budgets and financial reports are prepared and submitted to all
pertinent parties



Primarily responsible for hiring new Assistant Director(s), Regional Coordinators,
Homeschool Teachers, and other positions as appropriate by screening applicants,
participating in interviews, and assist as needed during the hiring/onboarding process
Directly Supervise and train Assistant Director(s) and Regional Coordinators

Supervise and support Homeschool Teachers and other regional support positions (High
School Success Coordinator, Community Connections Coordinator, Teacher Training
Coordinator, Testing and Assessment Coordinator, etc.)

Collaborate with Department Directors and Administrators and ensure information,
processes, and procedures from Departments are shared with fidelity and in a timely
manner

Participate in weekly check-ins with Assistant Director(s) for their updates from regional
support staff meetings

Promote student academic achievement at all levels

Advocate for equitable academic and extracurricular programs in all facets of the school
Oversight of Work Sample review and collection

Oversight of Attendance Log review and collection

Monitor Student Compliance and academic progress

Review Teacher Tracking Reports

Ensure all school websites and resources are accurate and up to date

Collaborate on the Weekly Update

Attend Leadership Meetings as needed

Attend Regional Coordinator meetings (virtual and or in person) as needed

Regularly visit and support school events

Ensure Year-End Transition (YET) is completed accurately and on time

Participate in data collection and analysis

Monitor and support compliance issues that arise with students, Homeschool Teachers,
or Regional Coordinators, including Compliance Conferences

Monitor and ensure successful testing participation and administration

Complete student transfers

Monitor and report teacher and student numbers, as needed

Seek approval for staffing needs

Participate in staff evaluations

Help monitor and direct special committees and or adjunct duties

Ensure proper teacher training and professional development

Attend Annual Admin/Leadership retreat and assist with the planning of Regional
Retreats

Help plan and book events (Examples: Holiday Party, Graduation, Retreats, Back to
School, etc.)

Approve school employee salaries

Approve stipends, overtime, and time off requests

Execute staff contracts

Complete Form 700

Execute contracts

Ensure SPED services are provided appropriately



Ensure Intervention services are provided appropriately

Ensure the LCAP is created and implemented

Report Local Dashboard Indicators

Monitor and approve day to day spending and delegated borrowing and lending
authority

Approve payroll and accounts payable

Implement policies and practices outlined in all handbooks

Monitor student data to drive instruction and programs

Foster positive authorizer relationships

Be responsive and address staff, student, parent, community, and board concerns and
calls

Implement WASC Action Plan

Complete and approve attendance reports

Other duties as assigned
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Job Description
Vice Principal

Direct Report: School Board
Supervises: Teachers & Classified Staff
FSLA Status: Exempt

Contract Type: A

Summary of Position:

The Vice Principal assists the Executive Director in the effective operation of the school
including the general administration of all instructional, business or other operations of the
school, and for advising and making recommendations to the School Board on such
items/areas. He/she is also responsible for the support and growth of the charter school
including both teaching and support staff as well as students and families. The 12 month
position requires the Vice Principal work in both his/her home office and out in the field as
needed and, as with other high level leadership roles, may also be called upon under special
circumstances to be available during weekends/breaks/holidays. The Vice Principal will uphold
and promote the school’s mission and vision at all times.

The salary is based on experience and region’s size. The Vice Principal is not required to carry a
caseload of students.

Duties and Responsibilities:

e Be professional, fair, and a team player in all duties, actions, and communications

o Keep the Board informed of the condition of the school’s educational program and
assure effective communication between the Board and school staff as needed

e Actively engage in the preparation of Board agendas and prepare and submit
recommendations to the Board to all matters requiring board action

e See to the execution of all decisions and requests from the Board

e See that all funds, physical assets, and other property of the school are appropriately
safeguarded and administered

e Complete and submit all reports, requests, and other deliverables as required by various
governing or authorizing bodies or Board policies

® Ensure that annual budgets and financial reports are prepared and submitted to all
pertinent parties

e Primarily responsible for hiring new Assistant Director(s), Regional Coordinators,
Homeschool Teachers, and other positions as appropriate by screening applicants,
participating in interviews, and assist as needed during the hiring/onboarding process



Directly Supervise and train Assistant Director(s) and Regional Coordinators

Supervise and support Homeschool Teachers and other regional support positions (High
School Success Coordinator, Community Connections Coordinator, Teacher Training
Coordinator, Testing and Assessment Coordinator, etc.)

Collaborate with Department Directors and Administrators and ensure information,
processes, and procedures from Departments are shared with fidelity and in a timely
manner

Participate in weekly check-ins with Assistant Director(s) for their updates from regional
support staff meetings

Promote student academic achievement at all levels

Advocate for equitable academic and extracurricular programs in all facets of the school
Oversight of Work Sample review and collection

Oversight of Attendance Log review and collection

Monitor Student Compliance and academic progress

Review Teacher Tracking Reports

Ensure all school websites and resources are accurate and up to date

Collaborate on the Weekly Update

Attend Leadership Meetings as needed

Attend Regional Coordinator meetings (virtual and or in person) as needed

Regularly visit and support school events

Ensure Year-End Transition (YET) is completed accurately and on time

Participate in data collection and analysis

Monitor and support compliance issues that arise with students, Homeschool Teachers,
or Regional Coordinators, including Compliance Conferences

Monitor and ensure successful testing participation and administration

Complete student transfers

Monitor and report teacher and student numbers, as needed

Seek approval for staffing needs

Participate in staff evaluations

Help monitor and direct special committees and or adjunct duties

Ensure proper teacher training and professional development

Attend Annual Admin/Leadership retreat and assist with the planning of Regional
Retreats

Help plan and book events (Examples: Holiday Party, Graduation, Retreats, Back to
School, etc.)

Approve school employee salaries

Approve stipends, overtime, and time off requests

Execute staff contracts

Complete Form 700

Execute contracts

Ensure SPED services are provided appropriately

Ensure Intervention services are provided appropriately

Ensure the LCAP is created and implemented

Report Local Dashboard Indicators



Monitor and approve day to day spending and delegated borrowing and lending
authority

Approve payroll and accounts payable

Implement policies and practices outlined in all handbooks

Monitor student data to drive instruction and programs

Foster positive authorizer relationships

Be responsive and address staff, student, parent, community, and board concerns and
calls

Implement WASC Action Plan

Complete and approve attendance reports

Other duties as assigned



