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W Monthly Administrative Requirements

February:

O Yearly OSHA Report
o Person(s) Responsible: Executive Director of Operations & Finance Director
[ Prepare Parent and Student Handbooks for Next School Year (Elementary/Secondary
Principals prepare and finalize addendums)
o Person(s) Responsible: Superintendent’s Office & Principals
[J Nutrition Services Program Report to Board
o Person(s) Responsible: Executive Director of Operations & Nutrition Services
Supervisor
[J Fee Schedules & Course Approvals for Next School Year
o Person(s) Responsible: Secondary Principals

March:

O

Review of Photography Services

o Person(s) Responsible: Executive Director of Operations & Finance Director
Requests for Sabbatical leave need to be submitted to Supt.
Seniority List

o Person(s) Responsible: Human Resources Manager
Highly Qualified Personnel Report

o Person(s) Responsible: Human Resources Manager
Principals submit Dedicated Teacher/Team Award nominations to Superintendent Office
Job share requests to Superintendent
Return from job share requests to Superintendent
Review policy 2410, Graduation Requirements

o Person(s) Responsible: Superintendent & Asst. Superintendent
Parent and Student Handbooks for Next School Year - Due second board meeting in March
(Principals: Elementary/Secondary - Finalize Addendums - Send to Supt Office for board
packet)

o Person(s) Responsible: Superintendent’s Office & Principals
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