
School District of Black River Falls 

 

School Board Policy 231.1 

 

Assistant Principal 

(Job Description) 

 

Qualifications: (1)  Possess a master’s degree in educational administration or   

                                          equivalent 

(2) Eligible for Department of Public Instruction (DPI) 

certification  

(3) Minimum of three (3) years previous teaching experience 

(4) Exhibit strong leadership skills in instructional management 

 

Reports to: District Administrator  

 

Supervises: Building level staff 

 

Job Goal: To provide strong and effective leadership to all components of the school 

operations 

 

Performance Responsibilities: 

 

1. Serves as principal in the principal’s absence. 

1. Leadership for Student Learning 

The school administrator drives the success of each learner through collaborative 

implementation of a shared vision of teaching and learning that leads to 

student academic progress and school improvement. 

Standard 1 Indicators: 

 1.1 Leads the collaborative development and sustainment of a shared 

vision for educational improvement and works collaboratively with staff, 

students, parents, and other stakeholders to develop a mission and 

programs consistent with the district’s plan. 

 1.2 Collaboratively plans, implements, supports, monitors, and evaluates 

instructional programs that enhance rigorous and relevant teaching and 

student academic progress, and that lead to school improvement. 

 1.3 Analyzes current academic achievement data and instructional 

strategies to make appropriate educational decisions that improve 

classroom instruction, increase student achievement, and improve overall 

school effectiveness. 

 1.4 Connects initiatives and innovative strategies to maximize the 

achievement of each learner. 

 1.5 Acquires and shares knowledge of evidence-based instructional best 

practices in the classroom. 



 1.6 Works collaboratively with staff to identify student needs and to 

design, revise, and monitor instruction to ensure effective delivery of the 

guaranteed and viable standards-based curriculum. 

 1.7 Generates, aligns, and leverages resources for the successful 

implementation of effective instructional strategies. 

 1.8 Monitors and evaluates the use of diagnostic, formative, and 

summative assessment to provide timely and accurate feedback to students 

and parents, and to inform instructional practices. 

 1.9 Provides collaborative leadership for the design and implementation of 

effective and efficient schedules that protect and maximize instructional 

time. 

 1.10 Promotes professional development and instructional practices that 

incorporate the use of achievement data, and results in increased student 

progress. 

 1.11Demonstrates the importance of sustained professional development 

by participating in and providing adequate resources for teachers and staff 

for professional learning (i.e., peer observation, mentoring, coaching, 

study groups, learning team, action research). 

 1.12Evaluates the impact professional development has on the staff, 

school improvement and student academic progress. 

 

Standard 2: School Climate 

The school administrator fosters the success of all students by advocating, developing, 

nurturing, and sustaining a safe, positive, and academically engaging 

school climate. 

Standard 2 Indicators: 

 2.1 Uses data and incorporates knowledge of the social, cultural, 

emotional, and behavioral dynamics of the school community to cultivate 

a positive, engaging academic learning environment. Models and 

collaboratively promotes rigorous expectations, mutual respect, concern, 

and empathy for students, staff, families, and community. 

 2.2 Utilizes shared decision-making and collaboration to build 

relationships with students, staff, families, and community and to enhance 

positive school morale. 

 2.3 Models and encourages intelligent risk-taking by students, staff, 

families, and community to promote growth, change and innovation. 

 2.4 Supports students, staff, families, and community through changes 

connected to school improvement. 

 2.5 Implements and monitors a safety plan that manages situations in an 

effective and timely manner. 

 2.6 Involves students, staff, families, and the community to create, sustain, 

and promote a positive, safe, and healthy learning environment. 

 2.7 Implements and communicates best practices in school-wide behavior 

management that are effective within the school community. 

 2.8 Listens to the concerns of students, staff, families, and community 

members in a visible and approachable manner. 



 2.9 Respects and promotes the appreciation of diversity.  

 

Standard 3: Human Resources Leadership 

The school administrator provides effective leadership in the area of human resources 

through selecting, assigning, inducting, supporting, developing, 

evaluating, and retaining quality instructional and support personnel. 

Standard 3 Indicators:. 

 3.1 Understands and participates in the selection of highly-effective staff 

in a fair and equitable manner based on school and district needs, 

assessment data, and local and state requirements. 

 3.2 Supports formal building-level staff induction processes and informal 

procedures to support and assist all new personnel. 

 3.3 Provides a mentoring process for all new and targeted instructional 

personnel, as well as develops leadership potential, through personal 

mentoring. 

 3.4 Properly implements the teacher and staff evaluation systems in 

accordance with local and state requirements, supports the important role 

evaluation plays in teacher and staff development, and evaluates 

performance of personnel using multiple data sources. 

 3.5 Documents deficiencies and proficiencies through qualitative and 

quantitative data sources, provides timely formal and informal feedback 

on strengths and weaknesses, and provides support and resources for 

teachers and staff to improve job performance. 

 3.6 Makes appropriate recommendations relative to personnel transfer, 

retention, promotion, and dismissal that is consistent with established 

policies and procedures and with student academic progress as a primary 

consideration. 

 3.7 Maximizes human resources based on the strengths of teachers and 

staff members and provides them with professional development 

opportunities to improve student learning and gain self-confidence in their 

skills. 

 

Standard 4: Organizational Management 

The school administrator fosters the success of all students by supporting, managing, and 

overseeing the school’s organization, operation, and use of resources. 

 

Standard 4 Indicators: 

 4.1 Demonstrates and communicates a working knowledge and 

understanding of the state’s public education rules, regulations and laws, 

and school district policies and procedures. 

 4.2 Establishes and enforces rules and procedures to ensure a safe, secure, 

efficient, and orderly facility and grounds. 

 4.3 Monitors and provides supervision of all instructional programs, 

building space usage, and activities. 



 4.4 Analyzes data to identify and plan for organizational, operational, or 

resource-related problems and resolves them in a timely, consistent, and 

effective manner 

 4.5 Secures, monitors, and allocates resources to maximize improvement 

aligned to the school’s mission and goals through accepted policies and 

procedures. 

 4.6 Implements strategies for the inclusion of staff and stakeholders in 

various planning processes, shares in management decisions, and 

delegates duties as applicable that will result in an effective school). 

 

Standard 5: Communication and Community Relations 

The school administrator fosters the success of all students by effectively communicating, 

collaborating, and engaging stakeholders to promote understanding, 

support, and continuous improvement of the school’s programs and 

services that are aligned with the school’s vision. 

 

Standard 5 Indicators: 

 

Within the school and district…. 

 5.1 Plans strategically for and solicits students and staff input to promote 

effective decision-making and communication when appropriate. 

 5.2 Disseminates information in a timely manner to students and staff 

through multiple channels and sources. 

  5.3 Involves students and staff in a collaborative effort to establish 

positive relationships 

 5.4 Maintains visibility and accessibility to students and staff. 

 5.5 Speaks and writes in a clear, effective, and appropriate manner to 

students and staff. 

 5.6 Collaborates and networks with district colleagues to effectively utilize 

the resources and expertise available. 

 5.7 Advocates for students and acts to influence school and district 

decisions affecting student learning. 

 5.8 Communicates long- and short-term goals and the school improvement 

plan to all staff and district colleagues. 

 

With parents and families… 

 5.9 Plans strategically for and solicits parent and family input to promote 

effective decision-making and communication. 

 5.10 Disseminates information in a timely manner to parents and families 

through multiple channels and sources. 

 5.11 Involves parents and families in a collaborative effort to establish 

positive relationships. 

 5.12 Maintains visibility and accessibility to parents and families. 

 5.13 Speaks and writes in a clear and effective manner appropriate to 

parents and families. 



 5.14 Provides a variety of opportunities for parent and family involvement 

in school activities. 

 5.15 Advocates for students and acts to influence school and family 

decisions affecting student learning. 

 5.16 Communicates long- and short-term goals and the school 

improvement plan to parents and families. 

 

For community engagement… 

 5.17 Plans strategically for and solicits community input to promote 

effective decision-making and communication. 

 5.18 Disseminates information in a timely manner through multiple 

channels and sources. 

 5.19 Involves the community in a collaborative effort to establish positive 

relationships. 

 5.20 Maintains visibility and accessibility with community. 

 5.21 Speaks and writes in a clear and effective manner appropriate to 

community resources. 

 5.22 Collaborates and networks with the community and other 

stakeholders to effectively utilize the resources and expertise available. 

 5.23 Advocates for students and acts to influence local, district, and state 

decisions affecting student learning. 

 5.24 Communicates long- and short-term goals and the school 

improvement plan to all stakeholders. 

 

Standard 6: Professionalism 

The school administrator fosters the success of all students by demonstrating behavior 

consistent with legal, ethical, and professional standards and by engaging 

in continuous professional development and contributing to the 

profession. 

 

Standard 6 Indicators: 

 6.1 Creates a culture of respect, understanding, sensitivity, and 

appreciation for students, staff, and other stakeholders, and models these 

attributes on a daily basis. 

 6.2 Works within legal, ethical, and professional guidelines to improve 

student learning and to meet school district, state, and national 

requirements. 

 6.3 Models professional behavior and is culturally responsive to students, 

staff, and other stakeholders. 

 6.4 Maintains and ensures confidentiality. 

 6.5 Maintains a positive and respectful attitude. 

 6.6 Maintains a professional appearance and demeanor. 

 6.7 Provides leadership in sharing ideas and information with staff and 

other professionals. 

 6.8 Works in a collaborative manner with all stakeholders to promote, 

support, and enhance the vision, mission, and goals of the school district. 



 6.9 Contributes to, enhances, and supports the development of the 

profession. 

 6.10 Assumes responsibility for their own professional growth and 

learning to positively shape school effectiveness. 

2.  

 

Terms of Employment: Two (2) year contract 

 

Typical Physical Characteristics: 

 

The Dictionary of Occupational Titles characterizes this job as a sedentary position.  

Sedentary work is defined as: 

 

Exerting up to 10 pounds of force occasionally and/or during negligible amount of force 

frequently to lift, carry, push, pull or otherwise move objects, including the human body.  

Sedentary work involves sitting most of the time, but may involve walking or standing 

for brief periods of time. 

 

The Classification of Jobs further defines the physical factors as: 

 

Frequently reaching, handling, fingering, talking, hearing and working with near visual 

acuity. 

 

 

Evaluation: Performance of this job will be evaluated in accordance 

with provisions of the Board’s policy on evaluation of 

administrative staff. 

 

 

LEGAL REF.:  Sections 118.24 Wisconsin Statutes 

     121.02 (1) (q) 

   PI 3.58, Wisconsin Administrative Code   

        8.01 (2) (q) 

 

CROSS REF.:  223, Administrator Contracts 

   225.1, Administrative Staff Evaluations 

 

APPROVED:  November 19, 1990 

   April 18, 2017 

 


