
MCCPS Board of Trustees

Monthly Personnel Meeting

Amended on July 21, 2020 at 7:56 PM EDT

Date and Time
Tuesday July 21, 2020 at 7:00 PM EDT

Location
ZOOM

Agenda
Purpose Presenter Time

I. Opening Items 7:00 PM

Opening Items

A. Call the Meeting to Order Artie Sullivan 2 m
B. Record Attendance and Guests Katie Sullivan 1 m
C. Accept Remote Participation Vote Artie Sullivan 2 m
In light of the ongoing COVID-19 coronavirus outbreak, Governor Baker issued an emergency
Order on March 12, 2020,
allowing public bodies greater flexibility in utilizing technology in the conduct of meetings under
the Open Meeting Law.
This committee makes a motion to accept this Executive Order for this meeting of the
Personnel Committee, on July 21,
2020.

D. Approve Minutes Approve
Minutes

Katie Sullivan 5 m

Approve minutes for Monthly Personnel Committee Meeting on June 8, 2020

II. Old Business 7:10 PM

Personnel Committee

A. Review Head of School Year End Review &
Goals for SY20-21

Discuss Artie Sullivan 30 m

1 of 2Powered by BoardOnTrack 1 of 29Powered by BoardOnTrack



Purpose Presenter Time
Review, Val Ed, Board on Track, Satisfaction Survey

B. Update Head of School Succession Plan Vote Artie Sullivan 15 m
C. MCCPS Leadership Organization Discuss Peter Cohen 20 m
D. POLICY REVIEW Discuss Artie Sullivan 5 m
CONTINUE DISCUSSIONS OF POLICY REVIEW AS PERTAIN TO SCOPE OF PERSONNEL
COMMITTEE

1. Links to Personnel Policies
1. Marblehead - https://www.marbleheadschools.org/district/mps-policy-manual

1. Scroll down to section G - Personnel
2. Salem Personnel - https://www.salemk12.org/cms/One.aspx?
portalId=268138&pageId=537199

E. Personnel Committee Membership Discuss Artie Sullivan
Review the committee membership needs of the Personnel Committee. Identify potential
candidates for membership on the committee.

III. New Business

IV. Action Items 8:20 PM

A. Review Action Items from Meeting FYI Katie Sullivan 5 m

Review Action Items form meeting, including who is responsible, item to be completed and
time frame for status report or completion.

V. Closing Items 8:25 PM

A. Adjourn Meeting Vote Artie Sullivan 5 m
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Coversheet

Approve Minutes

Section: I. Opening Items
Item: D. Approve Minutes
Purpose: Approve Minutes
Submitted by:
Related Material: Minutes for Monthly Personnel Committee Meeting on June 8, 2020
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MCCPS Board of Trustees

Minutes

Monthly Personnel Committee Meeting

Date and Time
Monday June 8, 2020 at 7:00 PM

Location
Artie Sullivan is inviting you to a scheduled Zoom meeting.
Topic: June Personnel Meeting
Time: Jun 8, 2020 07:00 PM Eastern Time (US and Canada)
Join Zoom Meeting
https://us04web.zoom.us/j/3898394128?pwd=QndLYk9jVjcyNEJ5dXZGRWhnMDhSUT09
Meeting ID: 389 839 4128
Password: MCCPS

Committee Members Present
Artie Sullivan, John Steinberg, Katie Sullivan, Peter Cheney, Peter Cohen

Committee Members Absent
James Rogers

I. Opening Items

Artie Sullivan called a meeting of the Personnel Committee Committee of MCCPS Board
of Trustees to order on Monday Jun 8, 2020 at 7:03 PM.

Call the Meeting to OrderA.

B.
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Peter Cheney made a motion to accept remote participation in light of the ongoing COVID-
19 Coronavirus outbreak and Governor Baker's emergency order allowing public bodies
greater flexibility in utilizing technology in the conduct of meetings under the Open
Meeting Law.
Katie Sullivan seconded the motion.
The committee VOTED to approve the motion.

Peter Cheney made a motion to approve the minutes from Monthly Personnel Committee
Meeting on 05-11-20.
John Steinberg seconded the motion.
The committee VOTED to approve the motion.

II. Old Business

Given current context of uncertainty amid the COVID pandemic, the HOS Goal setting for
the 2020-2010 school year is proving to be a bit difficult. Possible suggestions and ideas
for goals were discussed with the HOS and this committee. Focus of goals should be on
fluidity, flexibility in either environment, be it distance learning or in the school building in
order to give the best possible teaching and learning experience. Parent partnership is
important to stress and the value of that needs to be continually expressed.
Communication is key with parents. Consistency among the grade level teams is
important for what assignments are, where they are, where the links are, etc. The HOS
professional development will continue (Leadership Through Crisis), but will not be a goal.
The HOS will continue participation in the Charter School leadership cohort. The student
learning goal will be more interesting without the MCAS data to use. One possible idea
may be a goal around Assessment for Exhibition. Another may be to consider the
asessment of and remediation from spring "losses" in terms of student learning. Offering
Teacher training on online learning and Diversity are both priorities for heading into the
fall, as well as offering a Parent Academy in the fall on how to help your child learn best in
these challenging times.

Peter Cohen reported that the new Student Support Coordinator is on board and has been
invaluable already.

Policy Review has been tabled for a future meeting.

Record Attendance and Guests

Accept Remote ParticipationC.

Approve MinutesD.

Review Head of School Year End Review & Goals for SY20-21A.

MCCPS Leadership OrganizationB.

POLICY REVIEWC.
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Goals for this committee:
1) Increase membership
2) Support the HOS in Goal setting (keeping them manageable, attainable, multi-
year/multi-part)
3) Update Policies
4) Board Training on HOS Evaluation Process (including fall and spring)

III. Closing Items

Next meeting: Tues., July 7, 2020
Future meetings will tentatively move to the second Tuesday of each month.
There being no further business to be transacted, and upon motion duly made, seconded
and approved, the meeting was adjourned at 8:00 PM.

Respectfully Submitted,
Katie Sullivan

Personnel Committee MembershipD.

Adjourn MeetingA.
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Coversheet

Review Head of School Year End Review & Goals for SY20-21

Section: II. Old Business
Item: A. Review Head of School Year End Review & Goals for SY20-21
Purpose: Discuss
Submitted by:
Related Material: Head of School Goals - P. Cohen 2020 DRAFT.docx
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Head of School Goals
2020-2021

 
Goal 1: Leadership & Administrative Team Development*

Throughout FY21 (July 2020-June 2021) the Leadership and Admin Teams will work 
collaboratively to ensure that all leadership and administrative tasks are executed effectively and 
efficiently.

Key Actions:

● Regular meeting schedule established for both teams
● Norms established
● Meeting protocols established, so that time is used productively
● Define roles & responsibilities
● Develop systems for internal communications

*Definitions:

Leadership Team = Head of School, Principal, Director of Student Services

Administrative (Admin) Team = Leadership Team + Business Manager, Office Manager, 
Development Director, and Food Services Director.

Goal 2: Define Criteria for Excellence & Measures of Learning

By early fall, the Criteria for Excellence document will be drafted with input from each department. 
This work will be facilitated by the Academic Excellence Committee and the Principal with 
oversight by the Head of School. 

Key Actions:

● Work with Academic Excellence Committee
● Develop Rubrics/Assessments
● Tech system integration (Schoology, iReady)
● Exhibition Redesign

Goal 3: Communications & Marketing 

During FY21 the school website will be redesigned and a new logo/branding will be completed. 
Additionally, as part of the recruitment process, mailings will go out to families across the sending 
districts in the area in advance of events such as open houses and the enrollment lottery. A robust 
social media presence will be in place.

Key Actions:

● Website upgrade
● Rebranding
● Recruitment/Marketing Mailings
● Social Media plan

Goal 4: Effective Instructional Professional Development for Teachers

8 of 29Powered by BoardOnTrack

MCCPS Board of Trustees - Monthly Personnel Meeting - Agenda - Tuesday July 21, 2020 at 7:00 PM



The Head of School and the Principal will work with consultants with experience in the Dutch 
system of “Leerkracht” (Teaching Force). This work will ground our efforts to improve teaching 
and learning by providing teachers with a system for giving and receiving feedback on lesson 
planning and implementation.

Key Actions:

● Teaching Force training & implementation
● Peer Observations
● Support during the hybrid approach for learning (in-person and remote learning)
● Schedule created that reserves time for this work
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Coversheet

Update Head of School Succession Plan

Section: II. Old Business
Item: B. Update Head of School Succession Plan
Purpose: Vote
Submitted by:
Related Material: Emergency Succession Plan For MCCPS HOS.docx
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Marblehead Community Charter Public School
Emergency Succession Plan for Head of School

Read October 30, 2018
Adopted November 13, 2018
Updated 

The Board of Trustees of Marblehead Community Charter Public School 
recognizes that this is a plan for contingencies due to the disability, death, or 
departure of the Head of School. If the organization is faced with the unlikely 
event of an untimely vacancy, Marblehead Community Charter Public School 
has in place the following emergency succession plan to facilitate the transition 
to both interim and longer-term leadership. 

The Board of Trustees of Marblehead Community Charter Public School has 
reviewed the job description of the Head of School. The job description is 
attached. The Board of Trustees has a clear understanding of the Head of 
School’s role in organizational leadership, program development, program 
administration, operations, Board of Trustees relationships, financial 
operations, resource development, and community presence. 

Succession Plan in Event of a Temporary, Unplanned Absence:

Short-Term

A temporary absence is one of less than three months in which it is expected 
that the Head of School will return to his/her position once the events 
precipitating the absence are resolved. An unplanned absence is one that 
arises unexpectedly, in contrast to a planned leave; such as a vacation or a 
sabbatical. The Board of Trustees is authorized (or authorizes the Executive 
Committee) of Marblehead Community Charter Public School to implement the 
terms of this emergency plan in the event of the unplanned absence of the 
Head of School. 

In the event of an unplanned absence of the Head of School, the Assistant 
Head of School (or other highest ranking staff member) is to immediately 
inform the Board Chair (or highest ranking volunteer board member) of the 
absence. As soon as it is feasible, the Chair should convene a meeting of the 
Board of Trustees to affirm the procedures prescribed in this plan or to make 
modifications as the Board of Trustees deems appropriate. 

At the time that this plan was approved, the position of Acting Head of School 
would be: 
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Marblehead Community Charter Public School
Emergency Succession Plan for Head of School

Read October 30, 2018
Adopted November 13, 2018
Updated 

Principal

Should the standing appointee to the position of Acting Head of School be 
unable to serve, the back-up appointee for the position of Acting Head of 
School will be: 

Director of Student Services 

If this Acting Head of School is new to his/her position and fairly inexperienced 
with this organization, the Board of Trustees may decide to appoint a back-up 
appointees to the acting Head of School position. The Board of Trustees may 
also consider the option of splitting executive duties among designated 
appointees. 

Authority and Compensation of the Acting Head of School 

The person appointed as Acting Head of School shall have the full authority 
for decision-making and independent action as the regular Head of School. 

The Acting Head of School serves on Board of Trustees as Ex-Officio member 
and all rights and privileges as such.

The Acting Head of School may be offered a temporary salary increase during 
the Acting Head of School Period as negotiated with the Board of Trustees. 

Board Oversight 

The Board of Trustees responsible for monitoring the work of the Acting Head 
of School shall be Board Chair, other board member appointed. 

The above named people will be sensitive to the special support needs of the 
Acting Head of School in this temporary leadership role. 

Immediate Action Items –

o The Acting Head of School and the Chair of the Board of Trustees will 
make notifications to the Massachusetts Department of Elementary 
Education of the change in leadership.
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Marblehead Community Charter Public School
Emergency Succession Plan for Head of School

Read October 30, 2018
Adopted November 13, 2018
Updated 

o The Acting Head of School and the Chair of the Board of Trustees will 
send a joint statement to the Marblehead Community Charter School 
community of the change in leadership.

o Removal of previous Head of School from all bank accounts.
o Change all passwords and security codes.
o Retrieve all keys in possession of previous Head of School
o Deactivate Head of School email address, and forward all email to Acting 

Head of School email address.

Communications Plan 

Immediately upon transferring the responsibilities to the Acting Head of 
School, the Board Chair (or highest ranking Board member) will notify staff 
members, members of the Board of Trustees, and key volunteers of the 
delegation of authority. 

As soon as possible after the Acting Head of School has begun covering the 
unplanned absence, Board members and the Acting Head of School shall 
communicate the temporary leadership structure to the following key external 
supporters of Marblehead Community Charter Public School. This may include 
(but not be limited to) Massachusetts Department of Elementary and 
Secondary Education, Town government officers (Police, First, Schools, Board 
of Health, Town Manager, Park and Recreation), foundation program officers, 
and major donors.

The Message to the Faculty, Staff, Students, Parents and Community shall be:

At this time __NAME__ has notified the Board of Trustees of a Short-
Term Leave of Absence.  

As of this email, in accordance with the Emergency Succession Plan, 
__NAME__  is the Acting Head of School.  

The Board of Trustees will meet on __DATE__ to formally appoint an 
Acting Head of School.  All members of our community are invited to 
attend this very important meeting.

Completion of Short-Term Emergency Succession Period 
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Marblehead Community Charter Public School
Emergency Succession Plan for Head of School

Read October 30, 2018
Adopted November 13, 2018
Updated 

The decision about when the absent Head of School returns to lead Marblehead 
Community Charter Public School should be determined by the Head of School 
and the Board Chair. They will decide upon a mutually agreed upon schedule 
and start date. A reduced schedule for a set period of time can be allowed, by 
approval of the Board Chair, with the intention of working their way back up 
to a full-time commitment. 

Succession Plan in Event of a Temporary, Unplanned Absence:

Long-Term

A long-term absence is one that is expected to last more than three months. 
The procedures and conditions to be followed should be the same as for a 
short-term absence with one addition: 

The Board of Trustees will give immediate consideration, in consultation with 
the Acting Head of School, to temporarily filling the management position left 
vacant by the Acting Head of School. This is in recognition of the fact that for 
a term of more than three months, it may not be reasonable to expect the 
Acting Head of School to carry the duties of both positions. The position 
description of a temporary manager would focus on covering the priority areas 
in which the Acting Head of School needs assistance. 

Communications Plan 

Immediately upon transferring the responsibilities to the Acting Head of 
School, the Board Chair (or highest ranking Board member) will notify staff 
members, members of the Board of Trustees, and key volunteers of the 
delegation of authority. 

As soon as possible after the Acting Head of School has begun covering the 
unplanned absence, Board members and the Acting Head of School shall 
communicate the temporary leadership structure to the following key external 
supporters of Marblehead Community Charter Public School. This may include 
(but not be limited to) Massachusetts Department of Elementary and 
Secondary Education, Town government officers (Police, First, Schools, Board 
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Marblehead Community Charter Public School
Emergency Succession Plan for Head of School

Read October 30, 2018
Adopted November 13, 2018
Updated 

of Health, Town Manager, Park and Recreation), foundation program officers, 
and major donors.

The Message to the Faculty, Staff, Students, Parents and Community shall be:

At this time __NAME__ has notified the Board of Trustees of a Long-
Term Leave of Absence.  

As of this email, in accordance with the Emergency Succession Plan, 
__NAME__ is the Acting Head of School.  

The Board of Trustees will meet on __DATE__ to formally appoint an 
Acting Head of School.  All members of our community are invited to 
attend this very important meeting.

Completion of Long-Term Emergency Succession Period 

The decision about when the absent Head of School returns to lead Marblehead 
Community Charter Public School should be determined by the Head of School 
and the Board Chair. They will decide upon a mutually agreed upon schedule 
and start date. A reduced schedule for a set period of time can be allowed, by 
approval of the Board Chair, with the intention of working the way up to a full-
time commitment. 

Succession Plan in Event of a Permanent Change in Head of School

A permanent change is one in which it is firmly determined that the Head of 
School will not be returning to the position. The procedures and conditions 
should be the same as for a long-term temporary absence with one addition: 

The Board of Trustees will appoint a Transition and Search Committee within 
30 days to plan and carry out a transition to a new permanent Head of School. 
The Board will also consider the need for outside consulting assistance 
depending on the circumstances of the transition and the board’s capacity to 
plan and manage the transition and search. The Transition and Search 
Committee will also determine the need for an Interim Head of School, and 
plan for the recruitment and selection of an Interim Head of School and/or 
permanent Head of School. 
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Marblehead Community Charter Public School
Emergency Succession Plan for Head of School

Read October 30, 2018
Adopted November 13, 2018
Updated 

Communications Plan 

Immediately upon transferring the responsibilities to the Acting Head of 
School, the Board Chair (or highest ranking Board member) will notify staff 
members, members of the Board of Trustees, and key volunteers of the 
delegation of authority. 

As soon as possible after the Acting Head of School has begun covering the 
unplanned absence, Board members and the Acting Head of School shall 
communicate the temporary leadership structure to the following key external 
supporters of Marblehead Community Charter Public School. This may include 
(but not be limited to) Massachusetts Department of Elementary and 
Secondary Education, Town government officers (Police, First, Schools, Board 
of Health, Town Manager, Park and Recreation), foundation program officers, 
and major donors.

The Message to the Faculty, Staff, Students, Parents and Community shall be:

The Board of Trustees would like to thank _NAME__ for their service as 
Head of School for the MCCPS Community.  At this time __NAME__ has 
notified the Board of Trustees they have decided to leave MCCPS for 
future endeavors.  

As of this email, in accordance with the Emergency Succession Plan, 
__NAME__ is the Acting Head of School.  

The Board of Trustees will meet on __DATE__ to formally appoint an 
Acting Head of School.  All members of our community are invited to 
attend this very important meeting.

Checklist for Acceptance of All Types of Emergency Succession Plans 

o Succession plan approval. This succession plan will be approved by the 
Executive Committee and forwarded to the full Board of Trustees for its 
vote and approval. This plan should be reviewed annually. 

o Job Descriptions. Two job descriptions are attached to this plan. The first 
Job Description reflecting the current responsibilities.  The second job 
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Marblehead Community Charter Public School
Emergency Succession Plan for Head of School

Read October 30, 2018
Adopted November 13, 2018
Updated 

description reflects how the responsibilities will be assigned within the 
context of an emergency/unplanned absence of the Head of School. 

o Copies. Copies of this Emergency Succession Plan along with the 
corresponding documentation shall be maintained by The Board Chair, 
the Head of School, the Acting Head of School Appointee, and the human 
resources department. 

The Emergency Succession Plan and the supporting documents (the 
information and contact inventory, job descriptions) should be reviewed, 
updated and approved by the Board of Trustees annually. This plan must also 
be updated and approved by the Board of Trustees when one or more of the 
employees in this plan change.  

This plan may also be implemented in the case of an unplanned absence of 
the Acting Head of School or Interim Head of School. 
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Marblehead Community Charter Public School
Emergency Succession Plan for Head of School

Read October 30, 2018
Adopted November 13, 2018
Updated 

Adopted: __________________
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Marblehead Community Charter Public School
Emergency Succession Plan for Head of School

Read October 30, 2018
Adopted November 13, 2018
Updated 

Appendix A

MARBLEHEAD COMMUNITY CHARTER PUBLIC SCHOOL

FUNCTIONAL JOB DESCRIPTION

Position Title:  MCCPS Head of School Reports to:  MCCPS Board of Trustees

Position Summary:  

The Head of School (HOS) of the Marblehead Community Charter Public School (MCCPS) is expected to lead the 
Board, Faculty, Staff, Students, Parents and Community Members in further strengthening the vision of the school 
and implementing its strategic plan. The HOS will lead the continuous improvement process, advance the 
successful academic program consistent with the MCCPS mission and charter, and be accountable for the results.  
The HOS will promote school-wide innovation and cultivate an extraordinary professional team. The HOS will 
create and strengthen networking and optimize the school’s financial and regulatory systems. The HOS is 
responsible for implementing policies established by the MCCPS Board of Trustees (Board) and is directly 
accountable to the Board. The HOS is authorized to take such actions as may be necessary for proper conduct of 
the School, subject to the budgetary guidelines and in accordance with the school’s strategic plan and related 
policies as adopted by the Board. The HOS will ensure the school upholds and complies with the terms of the 
current Charter granted to MCCPS, as approved, and shall adhere to any and all applicable laws.

Essential Functions:

1. Ensure that the Board of Trustees is kept fully informed on the conditions and operations of MCCPS. Attend 
and participate fully in Board meetings.

2. Establish a sound organizational structure for MCCPS, in consultation with the Board.
3. Plan, formulate and recommend for approval to the Board of Trustees policies and programs to further the 

mission of the School. 
4. Ensure that all MCCPS funds, physical assets, and property are appropriately safeguarded, administered and 

maintained. 
5. Hire, evaluate and set compensation package for all faculty and staff as necessary in accordance with School 

policy.
6. Enable the professional development of faculty and staff.  Inspire innovation at every level.
7. Supervise curriculum development and ensure its continuous evaluation and improvement.
8. Oversee student services including student discipline and reporting to appropriate government agencies.
9. Communicate regularly and effectively with the MCCPS community in accordance with School policy. 
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Marblehead Community Charter Public School
Emergency Succession Plan for Head of School

Read October 30, 2018
Adopted November 13, 2018
Updated 

10. Maintain and improve community relations, including relations with the town of Marblehead.
11. Substantially improve the development and fundraising capacity of MCCPS.
12. Understand and follow DESE regulations, state and federal laws, and any applicable regulations; recommend 

appropriate corrective actions and strategies for compliance.

Qualification/Education/Experience: 

1. Must be able to perform each essential duty satisfactorily.
2. Master’s degree (M.Ed.) in Education or Special Education preferred.
3. Two or more years of experience in education administration.  Must have demonstrated experience with 

personnel supervision in a school.
4. Must hold a school administrator certificate or a state approved equivalent.
5. High energy level, superior interpersonal skills and ability to function in a team atmosphere.
6. Ability to communicate clearly and effectively in oral and written form.
7. Knowledge of modern principles, methods, and techniques of administration and program planning.
8. Ability to apply principles of logical or scientific thinking to a wide range of intellectual and practical problems.

RECEIPT AND REVIEW OF FUNCTIONAL JOB REQUIREMENTS 

I, ______________________________, have read, understand and agree to the above functional job description.  I 
understand the essential functions, qualifications, education, experience, and physical demands of the position and 
acknowledge that I am capable of performing all of the essential functions of this position without reasonable 
accommodation or I have informed you of my need for an accommodation.  The MCCPS Board of Trustees reserves 
the right to change any part of this job description, as circumstances require. 

It is intended that the terms of the executed employment contract, including any approved amendments to that 
contract, are incorporated within the job description for the duration of that contract and thereby become part of 
the job description.

Employee’s Signature Date
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Marblehead Community Charter Public School
Emergency Succession Plan for Head of School

Read October 30, 2018
Adopted November 13, 2018
Updated 

Appendix B

Emergency HOS Succession Plan

Position Title: MCCPS Head of School 

Reports to: MCCPS Board of Trustees

Overview of Position Responsibilities:

The Head of School (HOS) of the Marblehead Community Charter Public School (MCCPS or 
School) is expected to lead the MCCPS Board of Trustees (Board), Faculty, Staff, Students, 
Parents and Community Members in further strengthening the vision of the School and 
implementing its strategic plan. The HOS will lead the continuous improvement process, 
advance the successful academic program consistent with the MCCPS mission and charter, and 
be accountable for the results. The HOS will promote school-wide innovation and cultivate an 
extraordinary professional team. The HOS will create and strengthen networking and optimize 
the School’s financial and regulatory systems. The HOS is responsible for implementing policies 
established by the Board and is directly accountable to the Board. The HOS is authorized to take 
such actions as may be necessary for proper conduct of the School, subject to the budgetary 
guidelines and in accordance with the School’s strategic plan and related policies as adopted by 
the Board. The HOS will ensure the School upholds and complies with the terms of the current 
Charter granted to MCCPS, as approved, and shall adhere to any and all policies and applicable 
laws.

Essential Function from HOS Job Description Designated  
Successor

Learning 
Needs/Action 

Plan

1. Ensure that the Board is kept fully and regularly 
informed on the conditions and operations of 
MCCPS.

Assistant HOS
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Marblehead Community Charter Public School
Emergency Succession Plan for Head of School

Read October 30, 2018
Adopted November 13, 2018
Updated 

2. Attend and participate fully in Board meetings, 
except when matters relating to the HOS’ 
employment are at issue.

Assistant HOS

3. Establish a sound organizational structure for 
MCCPS in consultation with the Board.

Assistant HOS

4. Plan, formulate and recommend for approval to the 
Board policies and programs to further the mission 
of the School.

Assistant HOS

A. Hire, supervise, and evaluate for all faculty 
and staff as necessary in accordance with 
School policy.

Assistant HOS 5.

B. Set compensation packages for all faculty 
and staff as necessary in accordance with 
School policy.

Assistant HOS 
w/Business 
Manager

6. Facilitate the professional development of faculty 
and staff.

Director of 
Curriculum, 
Instruction, & 
Technology

7. Supervise curriculum development and 
implementation and ensure its continuous evaluation 
and improvement.

Director of 
Curriculum, 
Instruction, & 
Technology

8. Inspire innovation at every level and demonstrate 
best practices in order to assure the success and 
continuous improvement of the academic program of 
the School.

Director of 
Curriculum, 
Instruction, & 
Technology
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Marblehead Community Charter Public School
Emergency Succession Plan for Head of School

Read October 30, 2018
Adopted November 13, 2018
Updated 

9. Oversee student services, including student 
discipline, special education and disability 
accommodations, and reporting to appropriate 
government agencies.

Assistant HOS

10. Communicate regularly and effectively with the 
MCCPS community, both internal and external, 
consistent with School policy, creating a climate of 
collaboration and collegiality among all constituents 
and stakeholders.

Assistant HOS

11. Maintain and improve community relations, 
including those with the town of Marblehead.

Assistant HOS

12. Work with the Finance Committee and the business 
manager to formulate and recommend an annual 
budget for the School.

Assistant HOS

13. Substantially improve the development and 
fundraising capacity of MCCPS in order to 
supplement the School’s budget.

Assistant HOS

14. Ensure that all MCCPS funds, physical assets, and 
property are appropriately safeguarded, administered 
and maintained.

Assistant HOS

15. Comply with DESE regulations, state and federal 
laws, and any applicable regulations. Recommend 
appropriate corrective actions and strategies for 
compliance.

Assistant HOS
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Appendix C

HOS Succession Plan, other tasks

(some overlap with HOS job description & superintendent’s checklist)

Compliance

Finances Technology Health & Safety Educational

State/Fed Grants 
management

Develop, update, 
implement Tech 
Plan

certifications, 
trainings: AED, 
CPR, 1st aid & , 
restraint

Exhibition 
(educational, 
marketing, 
facilities 
concerns)

end of year 
report

EPIMS, SIMS, etc Discipline & 
Commendations

Coordin Prog Rev

misc. filings Supervision of 
Students, recess 
schedule

Annual Reports, 
Charter Renewal, 
& site visits

Monthly 
reimburs

Parents’ & 
Teachers’ 
Corners

Food Service DESE directives

state auditor, 
inspect gener, 
MASBO

website – 
manage, update, 
etc.

health services state standards, 
MCAS,  ACCESS

insurance, 
liability, workers 
comp, disabil

maintenance, 
security, 
expansion of 
computers & 
access to technol

attendance, 
tardies

RTI, IEPs, 504s, 
accommodating 
for needs (OT, 
SLP)

manage/oversee 
various accounts

ordering, 
installing all 
hardware, 
software; 

HIPPA Reporting to 
parents – CUE, 
SPED progress 
reports, SPED 
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maintain 
inventory

PAC, 

fincom duties training for fac, 
staff, and 
students

athletics Prof Devel Plans

develop, manage 
budget

building needs

accountables: 
quickbooks, 
annual audit, 
credit line, Mass 
Devel loan, 
Boston Private (2 
accts), National 
Grand (checking, 
food service, 
payroll, petty 
cash)

grounds needs

PayPal: food 
service, athletics, 
SAF, fundraisers

finances, income, 
expenses

vendors Acct 
Payable: lease, 
payables, 
purchase orders

Parent/Student Services

Curriculum Assessment Events Parents

Academic offered MCAS coordination of 
events, set-up, 

MAP goals
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etc.

graduation Academic 
Probation

yearbook, 
calendar, 

volunteerism

materials, equip, 
furniture: 
storage, ordering, 
disposal, etc

grade level 
fundraising

Exhibition 
program

fundraising 
events

Film Fest after 
Exhibition

community 
building events

Enrichment & day 
after

lesson 
plans/grades

acceleration & 
remediation

Schoolwide

Admin/ILT Fundraising Information Development

fundraising, 
donorschoose

Satisfaction 
Surveys

build 
relationships 
with community, 
other schools, 
local 
organizations, 
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donors, etc.

plan, effectuate, 
evaluate prof 
devel 

manage rentals enrollment, open 
houses, 
admissions

Ed Foundation

School year 
calendar

grade level events 
to fund trips

Handbook organize & 
structure formal 
giving: 
stewardships,

corporate 
sponsorships

Academic 
Schedule: who 
teaches when

auction regular 
emails/notices 

Clean-up Crew fashion show Highlight,

Constant Contact

Recycling: paper, 
etc.

wine tasting update databases, 
including Power 
School, Constant 
Contact, LGL, 
Salesforce

sub coverage calendars for sale maintain, 
transfer student 
files

student teachers, 
practicums

dances publicity, getting 
articles into the 
newspaper

school store: note 
cards, school 
clothing, etc.

directory

in-school 
fundraising 
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efforts 

Human Resources

fac/staff support

Hiring, 
Supervision, & 
Evaluation

legislative liaison plan, effectuate, 
and evaluate prof 
devel

birthday list

insurance: 
health,  dental,  
workmen’s 
comp, unemploy

consult meetings provide lunch on 
prof devel days 
and snacks on 
Wed

contracts Induction/mentori
ng

teachers’ contact 
list

MTRS, 403b substitutes (nurse, 
too)

payroll graduate courses 
with area colleges

board 
membership

internship program

student records, 
staff records

department 
lunches

CORI, SORI school visits as prof 
devel

fac/staff 
attendance, time 
off requests
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