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EVALUATION – SUPERINTENDENT 2112 (E) 
 

INSTRUCTIONS: An attempt has been made to organize the Superintendent’s responsibilities in four categories. Each Board member is 
asked to rate the Superintendent on each of the items cited in each of the categories using the following rating scale and check the 
appropriate box: 1 - Excellent 

2 - Meets Expectations 
3 - Improvement Needed (include explanation in comments section) 
N - Need to Observe 

 
I.  Personal Characteristics  

1 
 

2 
 

3 
 

N 

1. Projects a positive and courteous attitude and image to the staff, students, and 
community. 

    

2. Possesses and demonstrates strong interpersonal communication skills     

3. Maintains high standards of ethics, honesty, and integrity.     

4. Has established a working relationship and communication system focused on 
improving learning and achievement with staff. 

    

5. Devotes time and energy effectively to their job.     

6. Demonstrates ability to work well with individuals and groups.     

7. Exercises good judgment and democratic process in arriving at decisions.     

8. Possesses and maintains the enthusiasm necessary to meet the responsibilities of 
their position. 

    

9. Maintains poise and emotional stability in the full range of their professional 
activities. 

    

10. Is suitably attired and well groomed.     

11. Uses oral and written language effectively in dealing with staff members, the 
Board, and the public. 

    

12. Maintains professional development by reading, course work, conference 
attendance, work on professional committees, visiting other districts, and meeting 
with other superintendents. 

    

13. Participates actively in community life and relations.     

 

Comments 
(Commendations and areas for professional growth) 



 

II.  Relationships with the Board  
1 

 
2 

 
3 

 
N 

14. Keeps the Board informed on issues, needs, and operation of the school system.     

15. Offers professional advice to the Board on items requiring Board action, with appropriate 
recommendations based on thorough study and analysis. 

    

16. Provides Board with adequate time to review background material prior to making 
decisions. 

    

17. Interprets and executes the intent of Board policy.     

18. Recommends policy revision and additions to the Board.     

19. Supports Board policy and actions to the public.     

20. Has a harmonious working relationship with the Board.     

21. Makes recommendations for employment or promotions of certified personnel in writing 
and with support data, and accepts responsibility for his recommendations. 

    

22. Accepts responsibility for maintaining liaison between the Board and personnel, working 
toward a high degree of understanding and respect between the staff and Board and the 
Board and staff. 

    

23. Remains impartial toward the Board, treating all Board members alike.     

24. Goes immediately and directly to the Board when they feel an honest, objective difference 
of opinion exists between them and any or all members of the Board, in an earnest effort 
to resolve such difference immediately. 

    

 

Comments 
(Commendations and areas for professional growth) 



 

III.  Staff and Personnel Relationships  
1 

 
2 

 
3 

 
N 

25.  Develops good staff morale and loyalty to the school system.     

26. Has established a working relationship and communication system focused on improving 
learning and achievement. 

    

27. Delegates authority to staff members appropriate to the position each holds as described in 
their job description. 

    

28.   Recruits and assigns the best available personnel in terms of their competencies and 
encourages continuing staff development. 

    

29.  Encourages participation of appropriate staff members and groups in planning, procedures, 
and policy interpretation. 

    

30. Evaluates staff members in terms of performance of duties and gives commendation for 
good work as well as constructive suggestions for improvement. 

    

31.  Takes an active role in development of salary schedules for personnel and recommends to 
the Board the levels which within budgetary limitations will best serve the interests of the 
district. 

    

32.  At the direction of the Board, meets and confers with leaders of the teachers’ association 
representing to the best of their ability and understanding the interest and good will of the 
Board. 

    

 

Comments 
(Commendations and areas for professional growth) 



 

IV.  Educational Leadership  
1 

 
2 

 
3 

 
N 

33.  Understands and keeps informed regarding all aspects of the instructional program.     

34. Participates with staff, Board, and community in studying and developing curriculum 
improvement. 

    

35.  Organizes a planned program of staff evaluation and improvement.     

36.   Inspires others to highest professional standards.     

  Comments 
(Commendations and areas for professional growth) 

   

 

V.  District Planning  
1 

 
2 

 
3 

 
N 

37.  Facilitates the district goal setting process effectively.     

38.  Establishes effective communication practices regarding district goals.     

39.  Coordinates the accomplishment of goals and objectives in a timely and productive manner.     

40.  Prepares effective goal progress reports in a timely manner.     

  Comments 
(Commendations and areas for professional growth) 

   

 

CROSS REFERENCE:  SUPERINTENDENT – Policy 2111 
 

ADOPTED: 8/18/88 
REVISED: 11/15/90, 12/17/91 
REVIEWED: 7/15/93, 10/8/98 REVISED: 
2/17/03, 4/14/03,2/20/13  
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  SCHOOL DISTRICT OF WEST DE PERE   2330 
INTERMEDIATE SCHOOL PRINCIPAL 

 
QUALIFICATIONS:  1.      Must meet the requirements as established by the Wisconsin Department 

of Public Instruction and any other qualifications as may be specified by 
the Board of Education. 

 

2. Possess and demonstrate strong interpersonal communication skills and 
project a positive and courteous attitude and image to the staff, students, 
and community.  

REPORTS TO: Superintendent 
 

JOB GOAL:  To provide positive leadership in the implementation of a progressive and innovative 
educational delivery system at West De Pere Intermediate School. To utilize 
effective leadership, supervisory, organizational, and human relations skills to 
promote the maximum educational development of each student at West De Pere 
Intermediate School. 

PERFORMANCE RESPONSIBILITIES: 
1. Project a positive and courteous attitude and image to the staff, students, and community. 

2. Possess and demonstrate strong interpersonal communication skills. 

3. Supervises and administers the Intermediate School educational program in all its facets. 
 

4. Assumes responsibility for the implementation and observance of all Board policies and 
regulations by the school's staff and students. 

 
5. Supervises all professional, paraprofessional, administrative, non-professional, and 

substitute personnel affiliated with the school. 
 

6. Assists in the recruiting, screening, hiring, training, assigning and evaluating of the 
middle school's staff. Written performance evaluations of all school personnel shall be 
completed as per board policies and state statute. Such evaluations must be filed with the 
Superintendent. 

 
7. Delegates authority to responsible personnel to assume responsibility for the school 

during the principal's absence. 

8. Assumes responsibility for the attendance, conduct, and health of students. 

9. Assumes responsibility for the school's co-curricular program. 

10. Advises the district office on activities in the school. 

11. Supervises the preparation and submission of reports required by the district office. 

12. Assists in the preparation and management of the Intermediate School budget. 
 
 

13. Supervises the maintenance of accurate records on the progress and attendance of 
students. 



 SCHOOL DISTRICT OF WEST DE PERE    2330 cont'd

INTERMEDIATE SCHOOL PRINCIPAL 

14. Assists in the formation of curriculum and other objectives for the school program.

15. Develops methods for evaluating student progress toward stated educational
objectives.

16. Assists in the formation and direction of staff development activities.

17. Develops a program of public relations in order to further the community's
understanding and support of the educational program.

18. Schedules classes within established guidelines to meet student needs.

19. Works with various members of the administrative staff on school problems of
more than in-school importance, such as transportation, special services, etc.

20. Conducts staff meetings to keep members informed of policy changes, new
programs, district goals and initiatives, etc.

21. Supervises the daily use of the school facilities for all school and non-school related
purposes.

22. Provides for adequate inventories of property under the principal's
jurisdiction and the security of and accountability of that property.

23. Keeps abreast of changes and developments in the profession by attending
professional meetings, reading professional journals and other publications,
and by discussing problems of mutual interest with others in the field.

24. Assists with the district summer school program.

25. Assumes responsibility of any federal/state programs within the building.

26. Represent the Intermediate School on County Truancy, At-Risk, and
Education for Employment committees.

27. Coordinates building emergency plans.

28. Performs additional tasks and assumes other responsibilities as
assigned by the Superintendent.

TERMS OF EMPLOYMENT: 12 months a year.  Salary, benefits, and terms of the contract to be 
annually determined by the Board of Education. 

EVALUATION: Performance of this job will be evaluated by the Superintendent as per 
the Wisconsin Department of Public Instruction Educator Effectiveness 
System evaluation process. 

CROSS REFERENCE:  2420 - Line of Responsibility 

ADOPTED: 9/21/2020 



 
 

 

                                SCHOOL DISTRICT OF WEST DE PERE                          2335 

INTERMEDIATE SCHOOL ASSOCIATE PRINCIPAL 
 

QUALIFICATIONS: 1.          Must meet the requirements as established by the Wisconsin                
Department 
of Public Instruction and any other qualifications as may be 
specified by the Board of Education. 

2.  Possess and demonstrate strong interpersonal communication 
skills and project a positive and courteous attitude and image 
to the staff, students, and community. 

 
REPORTS TO: Intermediate School Principal 

 
SUPERVISES: Intermediate School certified/non-certified staff as assigned by the Intermediate 

School Principal. 
 
JOB GOAL: To provide positive leadership in the implementation of a progressive and 

innovative educational delivery system at West De Pere Intermediate 
School. 

 
To utilize effective leadership, supervisory, organizational, and human relation 
skills to promote the maximum educational development of each student at 
West De Pere Intermediate School. 

 
PERFORMANCE RESPONSIBILITIES: 

 
1. Project a positive and courteous attitude and image to the staff, students, and community. 

 
2. Possess and demonstrate strong interpersonal communication skills. 

 
3. Assist the intermediate principal in supervising and administering the school’s educational 

program. 
 

4. Assume responsibility for the implementation and observation of all Board policies and 
regulations by the school’s staff and students. 

 
5. Assist in supervising all professional, paraprofessional, administrative, non-professional, and 

substitute personnel of the school. 
 

6. Assist in the recruiting, screening, hiring, training, assigning and evaluation of the 
intermediate school’s professional staff. 

 
 a) Primary responsibility for the development of the teacher duty roster for student supervision. 
 
 b)  Assist in the scheduling of class and teacher room assignments.



 

                                   SCHOOL DISTRICT OF WEST DE PERE                 2335  cont’d 

INTERMEDIATE SCHOOL ASSOCIATE PRINCIPAL 
 

7. Assume responsibilities in the absence of the intermediate principal 

8. Assist in the attendance, conduct, and health of elementary students. 
a) Assist the intermediate principal in implementing orientation programs for new 

students and parents. 
b) Assist in the development and annual review of a student/parent handbook 

outlining policies, procedures and expectations for all intermediate students. 
c) Assist the intermediate principal in informing parents about student rules, 

regulations, rights and responsibilities. 
d) Assist the intermediate principal in lunch management and supervision. 
e) Assume responsibility for the administration and coordination of emergency 

plans (tornado, fire, bomb threat). 
 

9. Assist in supervising and evaluating the intermediate school's extracurricular program. 
a) Coordinate all school field trips and excursions. 

 
10. Advise the district office of activities in the school. 

 
11. Assist in supervising the preparation and submission of reports required by the district office. 

 
12. Assist in the preparation and management of the intermediate school budget. 

 
13. Assist in supervising the maintenance of accurate records on the progress and 

attendance of students. 
 

14. Assist in the formation of curriculum and other objectives for the school program. 
 

15. Assist to develop methods for evaluating student progress toward stated educational 
objectives. 

 
16. Assist in the formation and direction of staff development activities. 

 
17. Assist with the development of a program of public relations in order to further the 

community's understanding and support of the educational program. 
a) Recognize students for achievement through announcements, letters, awards, 

newspaper articles, or other appropriate means. 
b) Assist the intermediate principal in meetings with parents on school issues. 

 
18. Assist with programming classes within established guides to meet student needs. 

 
19. Work with various members of the administrative staff on school problems of more than in-

school importance, such as transportation, special services, etc. 
 

20. Assist in conducting staff meetings to keep members informed of policy changes, new 
programs, etc. 

 
 



SCHOOL DISTRICT OF WEST DE PERE 2335  cont’d 
INTERMEDIATE SCHOOL ASSOCIATE PRINCIPAL 

21. Supervise the daily use of the school facilities for both academic and non-academic purposes.

22. Coordinate the scheduling of all auxiliary activities such as vision and hearing
screening, school pictures, and district screening of four year olds.

23. Assist to provide for adequate inventories of property under his/her jurisdiction and the security
of and accountability of that property.

a) Assist in the long-range planning for capital equipment and building
renovation needs.

b) Assist in the responsibility for the supervision and scheduling of custodial
services.

c) Assist in the supervision of buildings and grounds maintenance.

24. Keep abreast of changes and developments in the profession by attending professional meetings,
reading professional journals and other publications, and by discussing problems of mutual
interest with others in the field.

25. Assist with the responsibility of the district Title I programs and any other federal/state programs
within the elementary school.

26. Perform such other tasks and responsibilities as may from time to time be assigned by the
intermediate principal.

TERMS OF EMPLOYMENT: 10 months a year.  Salary, benefits, and terms of the contract 
to be annually determined by the Board of Education. 

EVALUATION:  Performance of this job will be evaluated annually by the principal. 

CROSS REFERENCE: 2420 - Line of Responsibility 

ADOPTED:  9/21/2020
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