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Athletic Director

CAPE ELIZABETH SCHOOL DEPARTMENT

Job Description

TITLE: Athletic Director

QUALIFICATIONS:

Education /Certification

Maine Department of Education Athletic Director certification (215) or equivalent/State of Maine Administrator
Certificate. Special Knowledge/Skills

Successful experience working in aleadership role as an educator or coach
Demonstrated ability in working with high school age students and their parents
Knowledge and experience in team problem solving process

Previous experience as a high school or middle school coach

REPORTS TO: High School Principal

SUPERVISES: Cape Elizabeth School Department Athletic programs

JOB GOAL: To use leadership, supervisory, and administrative skills to develop, maintain, and improve the athletic program
for the students of the Cape Elizabeth School Department.

PERFORMANCE AREAS:

Administration/Organizational Management — The ability to practice participatory management; possession of
good organizationa skills and the knowledge of effective administration of an athletic program.

Budgeting Management — The ability to effectively and efficiently utilize and manage the athletic facilities
through a working knowledge of athletic finance, such that the needs of the athletic program can be effectively
represented in the budgeting process, including budget development, acceptance, and implementation.

Communications — The ability to articulate effectively, both orally and in writing, the successes and needs of the
athletic program with the school board, school administration, superintendent, staff, students, parents, and the
general public - in large and small groups and with individuals.

Community Relations — The ability to relate positively to the public; a view of the athletic/school relationship as
a partnership; recognition of the need to be visible and active at athletic events and understanding the importance
of considering school and community needs and wants.

Educational Leadership — The ability to inspire, motivate, guide and direct coaching staff in setting and achieving
the highest standards of sportsmanship in athletics for the school and district.

Involvement in School and Community — The ability to perform responsibilities as a visible presence at athletic
events, participating in and attending other school events to the extent possible.

Personnel Management — The ability to recognize program staffing needs, to perceive in coaching candidates the
potential for suitability, and to contribute to an effective recruitment/sel ection/retention process.



¢ Professional Development — The ability to contribute to the devel opment and implementation of professional
growth and staff development programs that raise both aspirations and expertise.

e Supervision/Evaluation — The ability to supervise and eval uate coaches and all activities through knowledge and
the commitment to contribute to the improvement of programsin general.

SPECIFIC PERFORMANCE RESPONSIBILITIESMAY INCLUDE BUT ARE NOT NECESSARILY LIMITED TO:

e Administration/Organizational Management

o

Plan, organize, and direct (or oversee/approve) implementation of al school athletic activities.

Work with other members of the leadership team (central office and other administrative staff) on matters
and issues related to facility use, transportation, and schedule impact.

Collaborate on aregular basis with the Community Services Director regarding programmatic and
systematic issues.

Provide for the athletic transportation needs of both the high school and middle school athletic programs.
Assume responsihility for all required MPA forms and the like.
Maintain a current accurate inventory of all equipment and uniforms.

Schedule athletic contests and activities within established league and MPA guidelines to best meet the
program needs.

Maintain high standards of athletic conduct and sportsmanship, and enforce discipline as necessary,
affording appropriate due process to students and parents.

Assign site supervisor in the absence of the athletic administrator.

Establish positive guides for proper athlete conduct and the maintaining of fair, consistent discipline.
Maintain an environment that promotes good sportsmanship at all athletic events.

Supervise the maintenance of facilities that abides by all regulations and safety regquirements.
Conduct coaches meetings as necessary for the proper functioning of the program.

Participate in league meetings, MPA meetings, and in such other meetings as may be required or
appropriate.

Provide for appropriate officials, timers, scorers, and the like for proper game and practice organization.

Be aware of student, school, and community conflicts when scheduling events.

¢ Budgeting/Facilities and Program Management

e}

o}

(0]

o

Prepare and submit the athletic budgetary requests, and monitor expenditures of allotted funds.
Supervise the maintenance of all required athletic forms and reports.

Oversee appropriate accounting and control of school funds, gate receipts, student participation fees,
booster accounts, and athletic activities accounts.

Collaborate with the Community Services Director to assume responsibility for the safety and
administration of all athletic facilities.
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o

Provide for adequate inventorying of athletic program equipment , and for the securing of and
accountability for that property.

Seek input from coaches and Extra-Curricular Committee regarding budget requests.

e Communications

(0]

o

o

o}
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Keep the Principa s and Superintendent informed of the school’ s activities and issues.
Publicize schedules of games and events.

Respond to written, oral, and electronic requests for information from appropriate sources.
Maintain an open door policy for parents, coaches, and athletes.

Develop and implement a plan for communicating with parents of athletes on aregular basis.

e Community Relations

(0]

Inform all Booster organizations of related policies and procedures of the School Board and oversee
compliance with said policies and procedures.

Act as liaison between the school and the community, interpreting athletic activities and policies of the
school and encouraging community support in athletic events.

Work with the Superintendent to plan and schedule the Booster Organization Coordinating Committee
meetings.

Assume responsibility for all official school correspondence and information pertaining to the athletic
department.

e Educationa Leadership:

o}

Assume leadership role in long term planning with regard to new programs and the overall direction of the
program.

Establish and maintain a school climate that enhances good sportsmanship and sound coaching principles.
Lead and monitor the development and appropriateness of the athletic program.

Assume responsibility for the interpretation and implementation by the coaching staff of all school board
policies, administrative procedures/regulations, and coaches’ handbook.

Serve as amember of such committees and attend such meetings as the principals and/or superintendent
may direct.

Promote the Philosophy and Beliefs of the Cape Elizabeth Athletic Program as adopted by the Cape
Elizabeth School Board.

e Educational Renewad

(0]

(0]

Assist in the organizing of athletic renewal efforts and strategic planning.

Work with building principals and team leaders to design meaningful ways to monitor the implementation
of improvement programs and strategies for athletics.



o Keep abreast of athletic program changes and devel opments by attending appropriate meetings, reading

professional journals and other publications, and discussing problems of mutual interest with othersin the
field of athletics.

o Involvement in School and Community

o Maintain active relationships with students and parents.
o Participate in specia events to recognize athletic achievement.
o Establish and maintain relationships with local community groups and individuals:

o To foster understanding and solicit support for overall athletic program objectives and
programs; and

o Tointerpret school building policies and procedures as they relate to athletics.

¢ Personnel Management

o

o

o

o

o

Coordinate personnel heeds with appropriate members of the administrative team.

Recommend new coaches or renewal of coaches to the superintendent.

Participate in the recruiting, screening, nominating, training, assigning, and evaluating of coaches.
Discuss, mediate, and resolve individual student athlete problems.

Provide for the orientation of new coaches to familiarize them with the Coaches Handbook.

¢ Professional Development

o}

(0]

o

Orient newly assigned coaches and assist in their development, as appropriate.

Assume responsibility for monitoring own professional growth and devel opment through participation in
professional organizations, through attendance at regional, state and national meetings, through enrollment
in advanced coursework and the like.

Review and discuss at least annually the philosophy, beliefs, and contents of the Coaches Athletic
Handbook.

e Supervision/Evaluation

o

When possible provide mentors for newly assigned coaches.
Assume responsihility for supervision of al coaches assigned to the program.
Supervise the coaching practices and take corrective action as appropriate.

Assume responsibility for evaluating and counseling of all coaches regarding individual and group
performance.

Provide access for certification workshops so all coaches meet requirements.

Recommend, according to established procedures, the dismissal or non-renewal of a coach whose
performance is unsatisfactory.



o Assume responsibility for the supervision and evaluation of the school district’s athletic program.

o Analyze and discuss parent feedback surveys with coaches and the High School Principals.

e Other
o Provide conferences between parents, athletes and coaches on an as needed basis.

o Prepare or supervise the preparation and submission of reports, records, lists, and all other paperwork
required or appropriate to the school’ s administration.

o Perform such other tasks as may be assigned by the Principal or Superintendent.

o Coordinate athletic activities between the High School and Middle School.

TERMS OF EMPLOYMENT: Applicable terms of Cape Elizabeth Administrators Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully handled and the extent to which yearly action plans and job goals are met. The High School Principal will
perform the evaluation. The Cape Elizabeth School Department expects that all employees will perform assigned duties
diligently, professionally and efficiently and in compliance with al district policies and procedures as well as al federal and
state laws.

NOTE: The above job description reflects the general requirements necessary to describe the principle functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

APPROVED: June 13, 2006

Revised: October 9, 2012



BUSINESS MANAGER

CAPE ELIZABETH SCHOOL DEPARTMENT

Job Description

TITLE: School Department Business Manager

QUALIFICATIONS:

Education /Certification:

? Bachelor’ s degree in Business Administration/Accounting or equivalent work experience.
?Hold avalid State of Maine Criminal History Records Check Approval

Special Knowledge/Skills:

? Proficiency in school financial accounting practices

? Proficiency in applicable federal, state and local funding requirements and financial reporting
? Successful experience working in aleadership role in schools, municipal, or private sector

? Proficiency with municipal accounting software, computerized record keeping and related procedures
REPORTS TO: Superintendent of Schools

SUPERVISES: Central Office Business Office staff

JOB GOAL: To provide leadership in the financial area of school day-to-day activities.

PERFORMANCE RESPONSIBILITIES:

? Oversees the day-to-day financial operations of the central office including such areas as accounts payable,
personnel management, payroll and accounting procedures.

e ?Works to establish a collaborative management approach.

e ? Assumes aleadership role along with the Superintendent in the preparation, implementation, monitoring and
presentation of the School budget.

e ?Provides the necessary financia datato promote accurate and responsible planning.

¢ ?Monitors the monthly budget; prepares monthly financial reports to schools and to the Superintendent and
School Committee.

o ?Keepsthe school board and the superintendent apprised of all pertinent financial issuesin atimely fashion,
including the development of appropriate forms, summary statements, and monthly reports.

e ? Enters and tracks fixed assets in the computerized accounting system. Generating reports as requested, directed,

and/or required.

CAPE ELIZABETH SCHOOL DEPARTMENT



o Demonstrates expertise in computerized record keeping including the ability to advise the superintendent as to
changes that will facilitate building level record keeping.

e Works with building administrators regarding the proper implementation of system policiesin record keeping,
budget development, and expenditure of funds.

e Approves all purchase orders authorizing the expenditures of monies.

¢ Assists the superintendent in developing on-going facility plansincluding all necessary bidding, contracted
services, and record keeping.

¢ Assists the Superintendent and school board in preparing for and conducting negotiations with various school
department groups.

¢ Processes and maintains annual contracts for school staff and contracted independent service providers.

o Assumes aleadership role in assisting central office personnel in developing ateam approach with regard to all
necessary routines resulting in an efficient and effective business climate.

e Maintains a thorough data reporting system for the completion of financial reports required by Federal and State
Agencies. Coordinates the school computer system including planning of system enhancements, tracking of
personnel training, accounting control functions, and system maintenance.

¢ Supervises school accounting practices including the establishment of the chart of accounts, preparation of
required financial reports to outside agencies, drafting of the annual financia statement and account
reconciliation. Provides assistance to the Town’s independent auditors.

¢ Directs the competitive bid process and negotiates vendor contracts.

¢ Prepares needed documentation for the bonding process.

¢ Plans bus fleet replacement program with Director of Facilities and Transportation.

e Maintains records on school assets for insurance values and verifies same to the insurance policy.

o Evaluates business office staff on an annual basis.
TERMS OF EMPLOYMENT: Twelve months per year. Salary and benefits to be established by the School Board.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully completed and the extent to which yearly action plans and job goals are met. The Superintendent of Schooals,
will perform the evaluation. The Cape Elizabeth School Department expects that all employees will perform assigned duties
diligently, professionally and efficiently and in compliance with al district policies and procedures as well as al federal and
state laws.

NOTE: The above job description reflects the general requirements necessary to describe the principle functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

School Board Approved: June 11, 2019



DEAN of STUDENTS (Grades 7-12)

CAPE ELIZABETH SCHOOL DEPARTMENT
Job Description

Title: Dean of Students (Grades 7-12)

QUALIFICATIONS:
Special Knowledge/SKills:

Maine Certification: (045) assistant building administrator

Must hold an approved Maine Criminal History Record Check (CHRC)

Successful experience working in aleadership role in education

Demonstrated ability in working with students

Knowledge of the philosophy and programming of high school and middle school level education

Knowledge of/experience in team problem-solving processes

REPORTSTO:

CEHS Principal

Performance Responsibilities:
¢ Create opportunities and develop programming (or program plans) for students (7-12) to foster and enhance skills
in these areas:
o Leadership growth
o Executive functioning
o Persona Agency

o Social-emotiona development

Support the successful transition of CEMS students to CEHS

Offer opportunities for students to foster connections with other leaders

Collaborate with the athletic director, coaches, and advisors to advance leadership of student participantsin
extracurricular activities

Foster community involvement and connections with students and staff

Lead & support various district committees and roles



o

Chair the District Dropout Prevention Committee

o

Serve as the District McKinney-Vento Liaison

o

Co-Chair the District and the District/Town Safety Team Meetings

o Serve as amember of the District Wellness Committee

e Engagein other school and district initiatives that align with common objectives

e Beresponsible for any other tasks that may be assigned

TERMSOF EMPLOYMENT:

Follows the school calendar (183 working days). Other terms applicable to the Cape Elizabeth Educational Administrators
Association agreement. The position may be part-time based upon district needs as determined by the Superintendent.

EVALUATION:

The basis of the evaluation will be the extent to which the performance responsihilities of the job are successfully handled
and the extent to which yearly action plans and job goals are met. The High School Principal, with input from the Middle
School Principal, will perform the evaluation.

The Cape Elizabeth School Department expects that all employees will perform assigned duties diligently, professionally
and efficiently and in compliance with all district policies and procedures as well as all federal and state laws.

NOTE: The above job description reflects the general requirements necessary to describe the principal functions or
responsibilities of the job identified and shall not be interpreted as a detailed description of all work requirements that may
be inherent in the job, either at present or in the future.

School Board Approved:

e May 14, 2024 [Originally a pilot position for the 2024-2025 school year.]

e April 14, 2026

Word version


https://docs.google.com/document/d/1WQFEC5VZ9mZtXIU9wbNXGQQCcUi0TIUHthpawu3iUe8/edit?usp=sharing

Director of Facilities and Transportation

CAPE ELIZABETH SCHOOL DEPARTMENT
Job Description
TITLE: Director of Facilities and Transportation

SUMMARY:: Thisis aresponsible administrative position managing the facilities of both the Town and Schools of Cape
Elizabeth and the transportation department.

QUALIFICATIONS:

I. Education/Certification: High School diploma, or equivalent, college degree or post secondary training in
facilities maintenance field. Hold avalid State of Maine Criminal History Records Check Approval.

Il. Special Knowledge/Skills:

I. Demonstrated knowledge of the basic principles of construction, maintenance, cleanliness, safety and
security.

I1. Demonstrated knowledge of the requirements for transportation of students.
I11. Demonstrated aptitude or competence in electrical, plumbing, heating and mechanical systemsrepair.

IV. Demonstrated aptitude or competence in supervision and training of maintenance and custodial
employees.

V. Knowledge and experience in energy conservation and utility management.

V1. Thorough knowledge of the proper handling of hazardous materials, including asbestos management, and
maintaining of Safety and Material Safety Data Sheets.

VII. Thorough knowledge of cleaning programs that encourage the use of green products and practicesin
schools and public buildings.

VIII. Considerable knowledge of environmental regulations.
IX. Must possess strong organizational skills.
X. Ability to write specifications and to write reports to other officials.
Xl1. Ability to communicate effectively.
XI1I. Experience in preparing and administrating Facilities budget.
XI1I1. Computer Literacy.
XIV. Strong interpersona skillsin ateam environment.

XV. Knowledge, understanding and demonstrated aptitude or competence in the performance responsibilities
listed below

XVI. Such alternatives to the above qualifications as the School Board may find appropriate and acceptable.

I11. Experience:



I. At least three years of experience in a supervisory capacity in either business, industry, or a governmental
agency.

I1. At least three years of experiencein the area of planning and maintaining physical facilities.
I11. Experience as afacility manager in an educational facility desired.

IV. Demonstrated aptitude or competence for successful fulfillment of assigned performance responsibilities.

REPORTS TO: Superintendent of Schools and/or Business Manager

SUPERVISES AND EVALUATES: All custodial and maintenance personnel with input from the head custodians and
maintenance foreman, bus drivers, school bus maintenance worker, transportation scheduler and administrative assistant to
director of facilities and transportation.

JOB GOAL.: To provide students, employees and the community at large, with a safe, secure, clean, attractive, comfortable
and efficient environment in which to learn, play, work and engage in personal growth and development and to provide an
effective and efficient transportation system insuring safety of all riders.

PERFORMANCE RESPONSIBILITIES:

I. Selects and recommends persons to be hired, disciplined, discharged, or promoted.

I1. Establishes and administers schedules and procedures for the regular, ongoing custodial and maintenance care of
all buildings.

I11. Oversees the scheduling of transportation including: routes, athletics and co-curriculatrips.
IV. Overseesthe scheduling of Town and School facility and field use.

V. Examines all buildings on aregular basis for needed repairs and maintenance, organizes, documents and
implements a program of preventive maintenance for al buildings.

VI. Inspectsall buildings on aregular basisto determine that high standards of workmanship, cleanliness, safety, and
security are maintained.

VII. Establishes and recommends priorities on repair projects and writes contracts.
VIl1. Establishes an on-going five-year capital plan.
IX. Responsible for planning of ADA compliance for al buildings.

X. Orders requested material's, equipment and custodial supplies as needed and for inventory needs following the
purchase order procedures.

X1. Tracksall work orders and log expenses in School Dude Maintenance program.
XIl. Manage expense accounts with the supervision of the School Business Manager.
XI1l. Maintain monthly account expense sheets for town and school review.
XIV. Consults with the Business Manager as to the need for services and/or repairs by outside contractors.
XV. Maintains a system for effective energy efficiency and recycling in all buildings.

XV1. Consults with building principals and town department heads regarding the establishment of regular preventive
maintenance programs.



VII. Adviseson the hiring of contractors, architects and engineers and assigns work orders.
VII1. Hasthorough knowledge of operation and maintenance of all of the heating and cooling systems.

XIX. Maintains safety standards in conformance with state and insurance regulations and devel ops a program of
preventive safety.

XX. Complieswith all state laws and regulations, submits al reports and maintains records as required by the state.

XXI. Prepares and administers the custodial and maintenance and transportation budgets, works with administrators
and department heads to be sure that all facility needs are identified.

XII. Arranges for and insures that al custodial, maintenance and transportation staff participatein all required
trainings.

XI11. Monitors the time records of all maintenance, custodial and transportation staff and certifies them for salary
payments.

XIV. Maintains a positive relationship with students, staff and citizens at all times and strive constantly to promote the
safety, health and comfort of the students, employees, and community members.

XV. Performs other tasks as may be assigned by the Business Manager and/or Superintendent of Schools.
XVI. Respond to emergency calls pertaining to buildings and transportation.

VII. Attend meetingsin the evenings and make presentations.

TERMS OF EMPLOYMENT: Compensation and work hours in accordance with recommendation established by
Superintendent and Business Manager.

WORKING CONDITIONS: Mental Demands: calculating, comparing, editing, evaluating, interpreting, organizing,
consulting, analyzing, planning, designing, documenting, specifying, coordinating, implementing, and presenting Physical
Demands: The physical demands listed here are representative of those that are required to successfully perform the essential
functions of this job: sitting, walking, climbing stairs, operating computers and other equipment, using tools, and lifting or
moving up to 50 pounds. Environmental Conditions. outside, inside, slippery surfaces, microwaves, chemical exposure,
biological exposure, working around moving objects or vehicles, and working alone

EVALUATION: Performance of this job will be evaluated in accordance with provisions of the board’ s policy. The
Superintendent of Schoolswill perform the evaluation. The Cape Elizabeth School Department expects that all employees
will perform assigned duties diligently, professionally and efficiently and in compliance with all district policies and
procedures as well as al federal and state laws. NOTE: The above job description reflects the general requirements
necessary to describe the principle functions or responsibilities of the job identified and shall not be interpreted as a detailed
description of all work requirements that may be inherent in the job, either at present or in the future.

School Board Approved: June 8, 2010
Revised Draft: February 22, 2012

Revision Approved: June 20, 2012



Educational Technology Director
CAPE ELIZABETH SCHOOL DEPARTMENT

Job Description

TITLE: Director of Educational Technology

QUALIFICATIONS:

e Master's degree in educational technology or related field preferred;

e Maine Department of Education certification as an assistant building administrator (045) or higher preferred;
¢ Successful experience as a Technology Director or similar position preferred;

o Successful experience as a classroom teacher preferred;

e Experiencein budget development and management;

¢ Knowledge of network design and maintenance, G Suite, PowerSchool, website design;

o Excellent oral and written communication skills;

e Demonstrates skills in team management;

e Demonstrates positive collaboration with others;

e Demonstrates knowledge of current research, theory, and pedagogy as it relates to computer science and digital
technology;

e Demonstrates knowledge of adaptive technology;

¢ Displays a philosophy that is compatible with that of the school department.
REPORTS TO: Superintendent of Schools

SUPERVISES:

e In collaboration with town Technology Director, supervises and eval uates data facilitator(s), network and systems
administrator(s), and technology support specialist(s);

e Supports school administrators on the supervision/evaluation of the technology integrators and computer science
and technology teachers.

JOB GOAL: To provide leadership, coordination, and innovation in the development and implementation of a
comprehensive K-12 technology education program.

PROFESSIONAL RESPONSIBILITIES:

¢ Educational Leadership



o Provides vision and leadership for developing and implementing educational technology initiatives,
including through serving as a member of the district administrative team;

o Co-chairsthe Technology Committee and oversees the development of along-range technology plan for
the use of present and emerging technol ogies designed to improve the teaching and learning process;

o Coordinates development and implementation of district computer science and digital technology
curriculum and program in partnership with the Assistant Superintendent.

o Provides leadership and serves as aresource for district staff in the area of technology and helps facilitate
effective integration of technology in instruction;

o Evaluates on an annual basis the overall computer science and digital technology educational program of
the district and makes resultant recommendations regarding the program to the Superintendent.
e Communications’Community Relations
o Interprets the philosophy of educational technology to staff, students, and the community at large;

o Reports as requested to the School Board on the status of the technology plan and technology use in the
schoals;

o Actsasthedistrict’ s technology liaison with parent groups and statewide technology organizations and
initiatives.
e Professional Development

o Coordinates professional development asit relates to technology in partnership with the Assistant
Superintendent;

o Oversees the technology-related onboarding and exiting of steff.

¢ Budgeting/Program Funding
o Develops and manages the district-wide technology budget;

o Researches and devel ops supplemental funding proposals for the district (e.g., grants, E-rate).

e Administration/Organizational Management ? Oversees the school department’ s website;

o Coordinates the evaluation, purchase, distribution, and repair of technology equipment and materialsin
alignment with district goals;

o Maintains an inventory of technology equipment and materials for the district;

o Ensures school systems and users follow security best-practices and adhere to applicable laws and
regulations including FERPA requirements.

o In collaboration with the Town Tech Director, devel ops and implements procedures to safeguard the
integrity and security of all district devices including network security, back-up procedures, and
maintenance;

o In collaboration with the Town Tech Director, oversees the administration of district network services,
serves as liaison with contracted maintenance vendors, and coordinates on-site technicians’ work;

o Meetsregularly with district technology staff.

¢ Performs other duties as assigned by the Superintendent.



TERMS OF EMPLOYMENT: Y ear-round position with rate of pay and benefits as established by the School Board.

EVALUATION: Performance of thisjob will be evaluated annually by the Superintendent in accordance with the district’s
policy on evaluation.

APPROVED: June 13, 2006 (as Technology Coordinator)

Revised:

e June 20, 2012
e March 11, 2013

e April 13, 2021



Nutrition Director

CAPE ELIZABETH SCHOOL DEPARTMENT

Job Description

TITLE: School Nutrition Director

QUALIFICATIONS:

. Education/Certification:

I. Bachelor of Science Degree in food service management or nutrition.
I1. Hold avalid State of Maine Dept of Education Criminal History Records Check Approval.
I11. Hold avalid food service sanitation certificate.
IV. Possessavalid Maine Driver's License.

V. Registered Dietician preferred

. Training and Experience: To qualify for this position, an individual must have a minimum of five years

experience in food service management or possess any combination of experience and education that would
ensure being able to meet and fulfill job requirements. The emphasis will be on a sustainable model that includes:
menu planning, food procurement, staff training and supervision, and serving nutritious, tasty, and appealing
from scratch mealsin acommercial or institutional environment, preferably to include experience with USDA
Child Nutrition Standards and accountability. The individual must demonstrate competency in literacy and
possess specialized training in culinary skills.

Special Knowledge/Essential Skills: Quantifiable record of successin volume food service with abasisin
sustainable practices. Computer skillsincluding high level of proficiency in Word, Excel and Nutritional software
programs. Knowledge, understanding and demonstrated aptitude or competence in the performance
responsihilities listed below; good work habits; dependability and ability to work without direct supervision;
ability to maintain positive relations with students, school and town personnel, supervisors and citizens at all
times; knowledge of cleaning chemicals and use of Material Safety Data Sheets. Must be willing to participate in
ongoing in-service training as requested. Must maintain a high level of ethical behavior and confidentiality of
information as required by law. Demonstrated aptitude for, or competence in the areas listed under
responsihilities. Such alternatives as the Superintendent may find appropriate and acceptable.

IV. Essential Job Duties: The following skills are essential to this position:

I. Direction, leadership, communication and personality

I1. Knowledge (and ahility to translate knowledge) of sustainable food preparation, recipes and menus;
I11. Supervision and training;
IV. Sustainable food and supplies procurement;

V. District-wide administration and financial management;

V1. Facilities management and maintenance — including design and development of existing and future
facilities;



VII. g) Working knowledge of all national, state and town health, sanitation and safety policies, laws and
guidelines as they relate to food service operations.

REPORTS TO: Superintendent of Schools or his’her designee.

SUPERVISES: Food Service Staff

JOB GOAL: To provide each student with food of high nutritional quality in an atmosphere of cleanliness, cheerfulness, and
personal caring.

PERFORMANCE RESPONSIBILITIES: School Nutrition Director’ s responsihilities shall include, but not be limited to, the
following as requested and/or directed:

I. Direction, Leadership, Communication and Personality

I. Employ exemplary leadership and communication skillsin order to maintain healthy morale, resolution of
operational issues and strong working relationships with staff, administrators, teachers, students, vendors
and farmers, aswell as all of the other related stakeholders (Wellness Committee, parent/community
organizations, €tc.)

I1.  Uncompromising commitment to use of seasonal organic and/or sustainably produced products, to the
greatest extent possible;

I11.  Ability to plan, coordinate, organize, delegate and supervise, day-to-day operations;
IV. Ability to collect and manage assessment of students, staff and parents regarding meals and operation;
V. Stay abreast of food and nutritional devel opments specific to youth;
V1. Develop and articulate our food services program goals and objectives, vision and operation;
VII. Represent the Program at events, through public speaking, publications and the press; and
VIIIl. Enjoy working with children.
I1. Knowledge (and ability to translate knowledge) of Sustainable Food Preparation, Recipes and Menus Oversee

the planning of daily menus with food service managers that meet the following requirements, keeping in mind
that al food served must be of the highest possible quality:

I. Use seasonal, regional, organic and/or sustainably produced food products,

I. Ensure that recipes are strictly adhered to, and that foods served are of the highest nutritional quality and
taste standards;

I11.  Offer menu choicesin compliance with current USDA guidelines;

IV. Evauate and incorporate appropriate foods from USDA commodity program into weekly menu plan;
V. Baance expensive dishes and ingredients with less expensive ones;

V1. Develop new recipesin compliance with current USDA guidelines; and

VII. Ensurethat menus are enticing and list supplying farms and producers, as well as precise names of
produce and ingredients.

I11. Supervision and Training



VII.

VIII.

IX.

. Meet with food services management staff regularly to review operational challenges,

. Develop goals and objectives, defining responsibilities that can be supervised and evaluated;
. Develop and update all job descriptions annually, if needed;

. Facilitate and orchestrate individual school strategic planning;

. Employ and support practices that ensure Wellness policy goals and objectives are successfully achieved;

VI.

Oversee al food service personnel in accordance with district policies, procedures and collective
bargaining agreements,

Conduct performance evaluations for all staff according to the approved schedule;
Facilitate and orchestrate staff mandated and general training as required by law; and

Work with union representatives and/or stewards to resolve any collective bargaining issues, as needed.

IV. Sustainable Food and Supplies Procurement

V.

Oversee the implementation of the farm-to-school model by finding innovative ways to keep the school
lunch program supplied with fresh, seasonal, organic, and/or sustainably grown produce and products, by

building partnerships between the school district and local family farms or appropriate local suppliersin
off season;

. Oversee the selection, ordering, and purchasing of food supplies, culinary equipment, and cleaning and

laundry supplies that fit within a sustainable model;

Develop innovative strategies to ensure the use of fresh, seasonal, sustainably grown ingredients from
local farms when available; and

Understand and articulate product stability issues.

V. District-wide Administration and Financial Management Oversee the following departmental functions:

VI.

VII.
VIII.

IX.

« Maintenance of weekly/monthly shift schedules;

Maintenance of product and supply inventories to insure cost management while evaluating food cost and
ensuring that costs arein line;

All fiscal and budgetary cost controls, to include monthly Profit and Loss reviews by cost center;

. Preparing and administering the departmental budget and overseeing daily bank deposits;

Maintenance of accurate employee, sales, materials and food preparation records and preparing invoices

for payment by Business Office;

Insure all required reports are accurately maintained and delivered in atimely manner including all state

and federal application and monthly reporting forms;

Work with and manage a computerized food service accounting program;
Interview, hire, discipline, and recommend termination of staff to the Superintendent; and

Maintain interoffice, department, inter-department and community correspondence and communications.

V1. Facilities Management and Maintenance



I. Oversee the establishment and adherence to sustainable practices, which will include an intensive
recycling and composting program;

I1. Oversee and implement a system that teaches and employs safe and proper operating practices to ensure
that al equipment is maintained in good repair and safe working order; and

I11. Oversee a system that ensures the timely repair of broken or unsafe equipment, and that hazardous
conditions are rectified in atimely manner.

VII. Working knowledge of al national, state and town health, sanitation and safety policies, laws and guidelines

I. Establish policies and procedures that ensure that fresh fruits and vegetables, dairy products, meats, fish,
and poultry, foods and supplies are stored and rotated to ensure maximum freshness and minimize waste;

[1. Establish continuing staff development to insure the practice of procedures necessary to safe and sanitary
food handling;

I11. Establish an inspection system for the kitchen and dining areas for compliance with sanitary standards,
care and maintenance of equipment, and observance of proper procedures; and

IV. Establish a system that ensures that students practice safe food handling procedures.

TERMS OF EMPLOYMENT: Twelve-month year. Salary and work year in accordance with recommendations established
by the Superintendent of Schools and District Business Manager.

PHY SICAL REQUIREMENTS AND WORKING CONDITIONS:

Physical Demands: ability to smell, taste and feel, in order to determine quality of raw and prepared food products, sitting,
standing, stooping, reaching, grasping, manipulate large and small objects, climbing stairs, adjusting, connecting, lifting (to
301bs.), bending, keyboarding, pulling, pushing, carrying, writing, read small print, stand for long periods, walking,
operating equipment, and work around loud noise. Mental Demands: working with frequent interruption while
simultaneously supervising avariety of tasks, calculating, comparing, problem-solving, evaluating, interpreting, organizing,
consulting, analyzing, planning, documenting, specifying, coordinating, implementing, and presenting. Environmental
Conditions: inside, slippery surfaces, chemical exposure, biological exposure, working around moving objects, and working
aone.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully handled and the extent to which yearly action plans and job goals are met.

NOTE: The above job description reflects the general requirements necessary to describe the principle functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

School Board Approved: November 14, 2006

Revised: June 9, 2009



Assistant Director of Nutrition

CAPE ELIZABETH SCHOOL DEPARTMENT
Job Description TITLE: Assistant Director of Nutrition

QUALIFICATIONS:

I. Education/Certification: Bachelor of Science Degree in food service management or nutrition, or equivalent
experience. Hold avalid State of Maine Criminal History Records Check Approval.

I1. Specia Knowledge/Skills: Knowledge, understanding and demonstrated aptitude or competence in the
performance responsibilities listed below; good work habits; dependability and ability to work without
supervision; ability to maintain positive relations with students, school and town personnel, supervisors and
citizens at al times; knowledge of proper food handling and proper use of cleaning chemicals and use of Materia
Safety Data Sheets. Must be willing to participate in ongoing in-service training as requested. Must maintain a
high level of ethical behavior and confidentiality of information as required by law. Demonstrated aptitude for, or
competence in the areas listed under responsibilities. Such aternatives as the Administration may find
appropriate and acceptable.

I11. Experience: Demonstrated aptitude or competence for successful fulfillment of assigned performance
responsibilities.

REPORTS TO: School Nutrition Director

JOB GOAL.: To serve the students attractive and nutritious meals in an atmosphere of efficiency, cleanliness, and
friendliness.

PERFORMANCE RESPONSIBILITIES: School Nutrition Director’ s responsihilities shall include, but not be limited to, the
following as requested and/or directed:

I. Manages the day-to-day operation of the cafeterias, district wide.
I1. Plans and supervises the preparation and serving of food.
I11. Purchases and maintains an inventory of all foods and supplies.
IV. Providesthe monthly inventory to the School Nutrition Director at the end of the month.

V. Inspects kitchen facilities and operations to ensure that standards of diet, cleanliness, health, and safety are being
maintai ned.

VI. Evaluates food service workers.
VII. Checksall invoices for accuracy before presenting them to the School Nutrition Director.
VIII. Depositsal cash received on a daily basis and maintains necessary records.

IX. Performs related duties as required including duties at special meal functions.

X. Willingness and ability to work with others, to share and cross-train in order to promote the concept of “teaming”
and “ateam approach” in order to meet the Program needs.

XI1. Administers POS system.



XI1I. Maintains communication with parents concerning school lunch accounts.

X1Il. Assists Director with all state and federal administration paperwork.

TERMS OF EMPLOYMENT: Y ear round position. Compensation in accordance with recommendations established by the
Superintendent of Schools and District Business Manager.

WORKING CONDITIONS: Mental Demands: cal culating, comparing, problem-solving, evaluating, interpreting,
organizing, consulting, analyzing, planning, documenting, specifying, coordinating, implementing, and presenting Physical
Demands: sitting, standing, climbing stairs, adjusting, connecting, lifting (to 30 Ibs.), bending, keyboarding, pulling, pushing,
carrying, writing, walking, and operating equipment Environmental Conditions: inside, dippery surfaces, chemical exposure,
biological exposure, working around moving objects, and working alone

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully handled and the extent to which yearly action plans and job goals are met. The School Nutrition Director will
perform the evaluation.

NOTE: The above job description reflects the general requirements necessary to describe the principle functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

School Board Approved: May 9, 2006
Draft: September 13, 2012

Revised: September 12, 2017



High School Assistant Principal

CAPE ELIZABETH SCHOOL DEPARTMENT
Job Description

TITLE: High School Assistant Principal
QUALIFICATIONS:

Education/Certification:

Maine certification as ateacher and as assistant building administrator or equivalent/Maine certificate 045

Masters degree completed or in process Special Knowledge/Skills:

Successful experience working in aleadership rolein either education or business

Demonstrated ability in working with high school age students and their parents

Knowledge of the philosophy and programming of high school level education

¢ Knowledge of experiencein team problem solving processes
REPORTS TO: Principal of Cape Elizabeth High School and Superintendent of Schools

SUPERVISES: Faculty and staff of Cape Elizabeth High School as assigned by the High School Principal or the
Superintendent of Schools

JOB GOAL: To assist the High School principal in managing and supervising the educational program at the school

PERFORMANCE RESPONSIBILITIES:

e Assist in the performance of all the responsibilities of the Principal, including but not limited to:

o

Distribution of faculty responsibilities during non-instructional time

o

General student management in the areas of discipline, attendance, records and reporting

[0

Evaluation of non-teaching personnel

o

Evaluation of teaching personnel

Assist the Principal with al school-wide issues by attendance at meetings with department heads, faculty,
administrative groups, and school boar as assigned.

Assist the Principal, Community Services Director, and Athletic Director by sharing in the monitoring of all
school sponsored activities. High School Assistant Principal

Communicate both orally and in writing to parents and students as appropriate.
e Serve as amember of the District Leadership Team.

Chair the Positive Action Committee for potential dropouts and the Pupil Services Team.



Serve, as needed, as the administrative representative at the IEP s for special education students.

Represent the high school on the Support Services Team.

Serve as liaison for building maintenance.

Assist in curriculum development, K-12, as evidenced in instructiona practices, educational initiatives, and
supervision.

e Beresponsible for any other tasks that may be assigned by the Principal or the Superintendent.

TERMS OF EMPLOYMENT: Applicable terms of the Cape Elizabeth Educational Administrators Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully handled and the extent to which yearly action plans and job goals are met. The High School Principal will
perform the evaluation. The Cape Elizabeth School Department expects that all employees will perform assigned duties
diligently, professionally and efficiently and in compliance with all district policies and procedures as well as all federal and
state laws.

NOTE: The above job description reflects the general requirements necessary to describe the principle functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

School Board Approved: 10.13.15



High School Principal

CAPE ELIZABETH SCHOOL DEPARTMENT

Job Description

TITLE: High School Principal

QUALIFICATIONS:

Education /Certification

Maine Department of Education certification as Principal or equivalent/State of Maine Administrator Certificate
050

Minimum of Masters Degree Special Knowledge/Skills

Successful experience working in aleadership rolein education

Working knowledge of curriculum, professional development and assessment
Excellent skillsin communicating and collaborating with staff and parents

Excellent skillsin supervising and evaluating staff

REPORTS TO: Superintendent of Schools

SUPERVISES: Faculty and Staff of Cape Elizabeth High School

JOB GOAL.: To use leadership, supervisory, and administrative skills to devel op, achieve and maintain the best possible
educational program for the students of Cape Elizabeth that support the mission, vision and beliefs of the Cape Elizabeth
School Department.

PERFORMANCE AREAS:

Administration/Organizational Management — The ability to practice participatory management; possession of
good organizational skills and the knowledge of effective administration of school operations.

Budgeting/School Finance/Plant M anagement/Business Services — The ability to effectively and efficiently
utilize and manage the facility and assigned support services through responsible stewardship of school resources
and aworking knowledge of school finance, such that the needs of his’her school can be effectively represented
in the budgeting process, including budget development, acceptance, and implementation.

Communications— The ability to articulate effectively, both orally and in writing, the successes and needs of the
school with the school committee, central administration, staff, students, parents, and the genera public - in large
and small groups and with individuals.

Community Relations— The ability to relate positively to the public; aview of the community/school
relationship as a partnership; recognition of the need to be visible and active in the community and understanding
the importance of considering community needs and wants.

Curriculum/Instruction — The ability to work with staff to identify assessments, concepts and skillsrelated to
Maine's Learning Results, and to contribute guidance and assistance to staff in planning and implementing
curriculum utilizing appropriate instructional strategies.



¢ Educational Leadership — The ability to inspire, motivate, guide and direct staff in setting and achieving the
highest standards of educational excellence for the school and district.

e Educational Renewal — The ability to contribute to constructive educational change and demonstrate knowledge
of current practices and research in school improvement.

¢ Involvement in School and Community — The ability to perform responsibilities as a visible presence in the
school and to be aware of community developments, participating in and attending school events to the extent
possible.

¢ Personnel Management — The ability to recognize school staffing needs, to perceive in candidates the potential
for suitability, and to contribute to an effective recruitment/sel ection/retention process.

¢ Professional Development — The ability to contribute to the development and implementation of professional
growth and staff development programs that raise both aspirations and expertise.

e Supervision/Evaluation — The ability to supervise and evaluate staff and al activities through knowledge and
the commitment to contribute to the improvement of instruction and the effectiveness of programsin general.

SPECIFIC PERFORMANCE RESPONSIBILITIESMAY INCLUDE BUT ARE NOT NECESSARILY LIMITED TO:

e Administration/Organizational Management

o}

Plan, organize, and direct (or oversee/approve) implementation of al school activities.

Oversee the school’ s administration and instruction; make recommendations when central office or school
board authorization is needed.

Work with other members of the leadership team (central office and other administrative staff) on matters
and issues of more than individual school import, such as curriculum, special services, transportation, and
thelike.

Budget school time to provide for the efficient conduct of instruction, co-curricular activities, and
operational business.

Schedul e the school day and classes within established guidelines to best meet students’ instructional
needs.

Maintain high standards of student conduct, and enforce discipline as necessary, affording appropriate due
process to students and parents.

Establish positive guides for proper student conduct and the maintaining of fair, consistent discipline.
Supervise the maintenance of accurate records on student progress and attendance.
Conduct staff meetings as necessary for the proper functioning of the school.

Plan and supervise fire drills and emergency preparedness program in accordance with legal requirements
and established school system procedures.

Participate in principals meetings, negotiations meetings, and in such other meetings as may be required
or appropriate.

Serve as an ex-officio member of all committees and councils within the school.

Delegate authority to appropriate personnel to assume responsibility for the school in the absence of the
principal.

¢ Budgeting/School Finance/Plant Management/Business Services



o Prepare and submit the school’ s budgetary requests, and monitor expenditures of allotted funds.
o Supervise the maintenance of all required building records and reports.

o Oversee appropriate accounting and control of school funds and student activities accounts.

o Assume responsibility for the safety and administration of the school plant.

o Oversee the daily use of the school facilities for both academic and non-academic purposes, including by
school staff, students and the community.

o Provide for adequate inventorying of school/school system property, and for the securing of and
accountability for that property.

Communications

o Keep the Superintendent informed of the school’ s activities and problems.
o Respond to written, oral, and electronic requests for information from appropriate sources.

o Develop and implement a plan for communicating with parents on aregular basis.

Community Relations

o Act asliaison between the school and the community, interpreting activities and policies of the school and
encouraging community participation in school life.

o Assume responsibility for all official school correspondence and information.

Curriculum/Instruction

o Assume the responsibility assigned by school board/administrative policy in the development, revision,
and evaluation of the school curriculum.

o In coordination with appropriate members of the leadership team, supervise the guidance program and
other instructional and student support services to enhance individual education and devel opment.

Educational Leadership:
o Establish and maintain a school climate that enhances teaching and learning.
o Lead in the development, determination of appropriateness, and monitoring of the instructional program.

o Assert leadership in times of crisis or civil disobedience in school in accordance with established policy
and procedures.

o Assume responsibility for the interpretation and implementation by the school’ s staff of all school board
policies and administrative procedures/regul ations.

o Serve asamember of such committees and attend such meetings as the superintendent may direct.
o Assume an active role as a member of the District Leadership Team providing input to district-wide

decision making.

¢ Educational Renewad



o Assist in the organizing of District renewal efforts and strategic planning.

o Work with building principals and team leaders to design meaningful ways to monitor the implementation
of improvement programs and strategies.

o Keep abreast of educational changes and devel opments by attending appropriate meeting, reading
professional journals and other publications, and discussing problems of mutual interest with othersin the
field.

¢ Involvement in School and Community

o Maintain active relationships with students and parents.

o Participate in special events to recognize student achievement, as well asin typical school sponsored
activities, functions, and extra-curricular events.

o Establish and maintain relationships with local community groups and individuals: - To foster

understanding and solicit support for overall school objectives and programs; - To interpret school
building policies and procedures; and

¢ Personnel Management

o

Coordinate personnel needs with appropriate other members of the administrative team.

o

Participate in the recruiting, screening, nomination, training, assigning, and evaluating of school building
personnel.

o

Cooperate with college and university officials regarding teacher training and preparation.

o

To discuss and resolve individual student problems.

e Professional Development
o Orient newly assigned school staff members and assist in their development, as appropriate.
o Participate in the in-service orientation and training of school staff.
o Assume responsibility for monitoring own professional growth and devel opment through participation in
professional organizations, through attendance at regional, state and national meetings, through enrollment
in advanced coursework and the like.

e Supervision/Evaluation

o Assume responsibility for supervision of al administrative, certified, and support staff attached to the
school.

o

Supervise the school’ s instructional practices.

o

Assume responsibility for evaluating and counseling of all staff members regarding individual and group
performance.

o

Recommend, according to established procedures, the dismissal or non-renewal of a staff member whose
performance is unsatisfactory.

o

Assume responsibility or supervision and evaluation of the school's extracurricular and athletic programs.

e Other



o Provide for regular and special conferences between parents and teachers

o Prepare or supervise the preparation and submission of reports, records, lists, and all other paperwork
required or appropriate to the school’ s administration

o Perform such other tasks as may be assigned.

TERMS OF EMPLOYMENT: Per negotiated Cape Elizabeth Administrators Association agreement

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully completed and the extent to which yearly job goals are met. The Superintendent will perform the evaluation.

NOTE: The above job description reflects the general requirements necessary to describe the principle functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

Approved By the Cape Elizabeth School Board: June 13, 2006



Middle School Assistant Principal

CAPE ELIZABETH SCHOOL DEPARTMENT
Job Description

TITLE: Middle School Assistant Principal
QUALIFICATIONS:

Education/Certification:

¢ Maine certification as ateacher and as an assistant principal or equivaent/Maine certificate 045

e Masters degreein education or related field

Specia Knowledge/Skills:

Successful experience working in aleadership role

Demonstrated ability to work with middle school age students and their parents

Knowledge of the philosophical, pedagogical, and programmatic aspects of middle level education

Excellent communication and collaboration skills

REPORTS TO: Principal of Middle School and Superintendent of Schools

SUPERVISES: Faculty and staff of Cape Elizabeth Middle School as assigned by the Middle School Principal or the
Superintendent of Schools

JOB GOAL: To assist the Middle School principal in leading and supervising the educational program at the school in
accordance with the vision, mission, and values of the Cape Elizabeth School District.

PERFORMANCE RESPONSIBILITIES:

Assist the Principal with general school needs as evidenced in:

o General student management in the areas of discipline, attendance, and supervision including at sports
events, dances and socials

o Evaluation of non-teaching personnel
o Evaluation of teaching personnel

Assist the Principal with all school-wide issues by attendance at meetings with team leaders, faculty,
administrators, and school board as assigned.

Assist the Principal and Athletic Director by sharing in the monitoring of all school-sponsored activities

e Serve as amember of the District Leadership Team.



o Serve, as needed, as the administrative representative at special education and 504 meetings for studentsin grades
5 through 8.

e Communicate both orally and in writing to parents and students as required.

e Assist in curriculum development, K—12, as evidenced in instructional practices, educationa initiatives, and
supervision.

e Beresponsible for any other tasks that may be assigned by the Principal or the Superintendent.
¢ Serve as amember of the Student Assistance Team.

e Maintain avisible presence at school events and activities.
TERMS OF EMPLOYMENT: Per negotiated Cape Elizabeth Educational Administrators Association agreement

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully handled and the extent to which yearly action plans and job goals are met. The Middle School Principal will
perform the evaluation. The Cape Elizabeth School Department expects that all employees will perform assigned duties
diligently, professionally and efficiently and in compliance with all district policies and procedures as well as all federal and
state laws.

NOTE: The above job description reflects the general requirements necessary to describe the principle functions or
responsibilities of the job identified and shall not be interpreted as a detailed description of al work reguirements that may
be inherent in the job, either at present or in the future.

Approved By the Cape Elizabeth School Board: June 11, 2013



Middle School Principal

CAPE ELIZABETH SCHOOL DEPARTMENT

Job Description

TITLE: Middle School Principal

QUALIFICATIONS:

Education /Certification

Maine Department of Education certification as Principal or equivalent/State of Maine Administrator Certificate
040

Minimum of Masters Degree in educational leadership or related field Special Knowledge/Skills

Successful experience working in aleadership rolein education

Working knowledge of successful practices and tools for curriculum, professional development, and assessment
Ability to communicate and collaborate effectively with students, staff, and parents

Excellent skillsin supervising and evaluating staff

Belief in and knowledge of the philosophical, pedagogical, and programmatic aspects of middle level education

REPORTS TO: Superintendent of Schools

SUPERVISES: Faculty and Staff of Cape Elizabeth Middle School

JOB GOAL: To use leadership, supervisory, and administrative skills to develop, achieve and maintain the best possible
educational program for the students of Cape Elizabeth Middle School that support the vision, mission, and values of the
Cape Elizabeth School District.

PERFORMANCE AREAS:

Administration/Organizational Management — The ability to practice participatory management; possession of
good organizational skills and the knowledge of effective administration of school operations.

Budgeting/School Finance/Plant M anagement/Business Services — The ability to effectively and efficiently
utilize and manage the facility and assigned support services through responsible stewardship of school resources
and aworking knowledge of school finance, such that the needs of his’her school can be effectively represented
in the budgeting process, including budget development, acceptance, and implementation.

Communications— The ability to articulate effectively, both orally and in writing, the successes and needs of the
school with the school board, central administration, staff, students, parents, and the general public - in large and
small groups and with individuals.

Community Relations — The ability to relate positively to the public; a view of the community/school
relationship as a partnership; recognition of the need to be visible and active in the community and understanding
the importance of considering community needs and wants.

Curriculum/Instruction — The ability to work with staff to identify assessments, concepts and skillsrelated to
Maine's Learning Results, and to contribute guidance and assistance to staff in planning and implementing



curriculum utilizing appropriate instructional strategies.

e Educational L eadership — The ability to inspire, motivate, guide and direct staff in setting and achieving the
highest standards of educational excellence for the school and district.

e Educational Renewal — The ability to contribute to constructive educational change and demonstrate knowledge
of current practices and research in school improvement.

¢ Involvement in School and Community — The ability to perform responsibilities as a visible presence in the
school and to be aware of community devel opments, participating in and attending school events to the extent
possible.

¢ Personnel Management — The ability to recognize school staffing needs, to perceive in candidates the potential
for suitability, and to contribute to an effective recruitment/sel ection/retention process.

¢ Professional Development — The ability to contribute to the development and implementation of professional
growth and staff development programs that raise both aspirations and expertise.

e Supervision/Evaluation — The ability to supervise and evaluate staff and al activities through knowledge and
the commitment to contribute to the improvement of instruction and the effectiveness of programsin general.

SPECIFIC PERFORMANCE RESPONSIBILITIESMAY INCLUDE BUT ARE NOT NECESSARILY LIMITED TO:

¢ Administration/Organizational Management

(0]

Plan, organize, and direct (or oversee/approve) the implementation of all school activities.

Oversee the school’ s administration and instruction; make recommendations when central office or school
board authorization is needed.

Work with other members of the leadership team (central office and other administrative staff) on matters
and issues of more than individual school import, such as curriculum, special education, transportation,
and the like.

Budget school time to provide for the efficient conduct of instruction, co-curricular activities, and
operational business.

Schedule the school day and classes within established guidelines to best meet students' instructional
needs.

Maintain high standards of student conduct, and enforce discipline as necessary, affording appropriate due
process to students and parents.

Establish positive guidelines for proper student conduct and for maintaining fair, consistent discipline.
Supervise the maintenance of accurate records on student progress and attendance.
Conduct staff meetings as necessary for the proper functioning of the school.

Plan and supervise fire drills and emergency preparedness program in accordance with legal requirements
and established school system procedures.

Participate in district principalS meetings, negotiations meetings, and in such other meetings as may be
required or appropriate.

Serve as an ex-officio member of all committees and councils within the school.

Delegate authority to appropriate personnel to assume responsibility for the school in the absence of the
principal.



¢ Budgeting/School Finance/Plant Management/Business Services
o Prepare and submit the school’ s budgetary requests, and monitor expenditures of allotted funds.
o Supervise the maintenance of all required building records and reports.
o Oversee appropriate accounting and control of school funds and student activities accounts.
o Assume responsibility for the safety and administration of the school plant.

o Overseethe daily use of the school facilities for both academic and non-academic purposes, including by
school staff, students and the community.

o Provide for adequate inventorying of school/school system property, and for the securing of and
accountability for that property.

o Work with maintenance, custodial and other staff to address facility needs.

Communications

o Keep the Superintendent informed of the school’ s activities and problems/concerns.
o Respond to written, oral, and electronic requests for information from appropriate sources.

o Develop and implement a plan for communicating with parents on aregular basis.

Community Relations

o Act as aliaison between the school and the community, interpreting activities and policies of the school
and encouraging community participation in school life.

o Assume responsibility for al official school correspondence and information.

Curriculum/Instruction

o Assume the responsibility assigned by school board/administrative policy in the development, revision,
and evaluation of the school curriculum and of the school’ sinstructional and assessment practices.

o In coordination with appropriate members of the leadership team, supervise the guidance program and
other instructional and student support services to enhance individual education and devel opment.

Educational Leadership: ? Establish and maintain a school climate that enhances teaching and learning.

o

Lead in the development, determination of appropriateness, and monitoring of the instructional program.

o

Assert leadership in times of crisisin school in accordance with established policy and procedures.

e}

Assume responsibility for the interpretation and implementation, by the school’ s staff, of al school board
policies and administrative procedures/regul ations.

o Serve asamember of such committees and attend such meetings as the superintendent may direct.

o

Assume an active role as a member of the District Leadership Team providing input to district-wide
decision making.

¢ Educational Renewad



o Assist in the organizing of District renewal efforts and strategic planning.

o Work with building principals and team leaders to design meaningful ways to monitor the implementation
of improvement programs and strategies.

o Keep abreast of educational changes and devel opments by attending appropriate meetings, reading
professional journals and other publications, and discussing problems of mutual interest with othersin the
field.

¢ Involvement in School and Community

o Maintain active relationships with students and parents.

o Participate and maintain a visible presence at special events that recognize student achievement, as well as
in typical school sponsored activities, functions, and extracurricular events.

o Establish and maintain relationships with local community groups and individuals: - To foster
understanding and solicit support for overall school objectives and programs; and - To interpret school
building policies and procedures.

¢ Personnel Management

o

Coordinate personnel needs with appropriate other members of the administrative team.

o

Participate in the recruiting, screening, nomination, training, assigning, and evaluating of school building
personnel.

o

Cooperate with college and university officials regarding teacher training and preparation.

o

Discuss and resolve individual student problems.

e ¢ Professional Development
o Orient newly assigned school staff members and assist in their development, as appropriate.
o Participate in the in-service orientation and training of school staff.
o Assume responsibility for monitoring own professional growth and devel opment through participation in
professional organizations, attendance at regional, state and national meetings, enrollment in advanced
coursework, and the like.

e Supervision/Evaluation

o Assume responsibility for supervision of al administrative, certified, and support staff attached to the
school.

o

Supervise the school’ s instructional and assessment practices.

o

Assume responsibility for evaluating and counseling of all staff members regarding individual and group
performance.

o

Recommend, according to established procedures, the dismissal or non-renewal of a staff member whose
performance is unsatisfactory.

o

Assume responsibility for supervision and evaluation of the school’s extracurricular and athletic
programs.

e Other



o Provide for regular and special conferences between parents and teachers

o Prepare or supervise the preparation and submission of reports, records, lists, and all other paperwork
required or appropriate to the school’ s administration

o Perform such other tasks as may be assigned.

TERMS OF EMPLOYMENT: Applicable terms of the Cape Elizabeth Administrators Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully handled and the extent to which yearly action plans and job goals are met. The Superintendent will perform the
evaluation. The Cape Elizabeth School Department expects that all employees will perform assigned duties diligently,
professionally and efficiently and in compliance with &l district policies and procedures as well as all federal and state |aws.

NOTE: The above job description reflects the general requirements necessary to describe the principle functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

Approved By the Cape Elizabeth School Board: June 11, 2013



Pond Cove Elementary School Assistant Principal
CAPE ELIZABETH SCHOOL DEPARTMENT

Job Description

TITLE: Pond Cove Elementary School Assistant Principal

QUALIFICATIONS:

Education/Certification:

Maine certification as ateacher and as an assistant principal or equivalent/Maine certificate 045

Masters degree in education or related field Special Knowledge/Skills:

Successful experience working in aleadership role

Demonstrated ability to work with elementary school age students and their parents

Knowledge of the philosophical, pedagogical, and programmatic aspects of elementary level education

Excellent communication and collaboration skills

REPORTS TO: Principal of Pond Cove Elementary School and Superintendent of Schools

SUPERVISES: Faculty and staff of Pond Cove Elementary School as assigned by the Pond Cove Elementary School
Principal or the Superintendent of Schools

JOB GOAL.: To assist the Pond Cove Elementary School principal in leading and supervising the educational program at the
school in accordance with the vision, mission, and values of the Cape Elizabeth School District.

PERFORMANCE RESPONSIBILITIES:

¢ Assist the Principal with general school needs as evidenced in:
o Genera student management in the areas of discipline, attendance, and supervision
o Evaluation of non-teaching personnel
o Evaluation of teaching personnel

Assist the Principal with al school-wide issues by attendance at meetings with team leaders, faculty,
administrators, and school board as assigned.

Assist the Principal by sharing in the monitoring of all school-sponsored activities

e Serve as amember of the District Leadership Team.

Serve, as needed, as the administrative representative at special education or 504 meetings for students in grades
K through 4.

Communicate both orally and in writing to parents and students as required.



Assist in curriculum development, K12, as evidenced in instructional practices, educational initiatives, and
supervision.

Be responsible for any other tasks that may be assigned by the Principal or the Superintendent.

e Serve as member of the Student Assistance Team.

Maintain avisible presence at school events and activities.
TERMS OF EMPLOYMENT: Applicable terms of the Cape Elizabeth Educational Administrators’ Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully handled and the extent to which yearly action plans and job goals are met. The Elementary School Principal will
perform the evaluation. The Cape Elizabeth School Department expects that all employees will perform assigned duties

diligently, professionally and efficiently and in compliance with al district policies and procedures as well as al federal and
state laws.

NOTE: The above job description reflects the general requirements necessary to describe the principle functions or
responsihilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

Approved By the Cape Elizabeth School Board: June 11, 2013



Pond Cove Elementary School Principal
CAPE ELIZABETH SCHOOL DEPARTMENT

Job Description

TITLE: Pond Cove Elementary School Principal

QUALIFICATIONS:

Education /Certification

Maine Department of Education certification as Building Administrator (040) or equivalent/State of Maine
Administrator Certificate

Minimum of Masters Degree Special Knowledge/Skills

Successful experience working in aleadership rolein education

Working knowledge of curriculum, professional development and assessment

Excellent skillsin communicating and collaborating with staff and parents

Excellent skillsin supervising and evaluating staff

Classroom experience at the elementary level

Excellent knowledge of elementary level curriculum and its inherent unique attributes
REPORTS TO: Superintendent of Schools
SUPERVISES: Faculty and Staff of Pond Cove Elementary School

JOB GOAL: To use leadership, supervisory, and administrative skills to devel op, achieve and maintain the best possible
educational program for the students of Cape Elizabeth that supports the mission, vision and beliefs of the Cape Elizabeth
School Department.

PERFORMANCE AREAS:

¢ Administration/Organizational Management — The ability to practice participatory management; possession of
good organizational skills and the knowledge of effective administration of school operations.

e Budgeting/School Finance/Plant M anagement/Business Services — The ability to effectively and efficiently
utilize and manage the facility and assigned support services through responsible stewardship of school resources
and aworking knowledge of school finance, such that the needs of his’her school can be effectively represented
in the budgeting process, including budget development, acceptance, and implementation.

e Communications— The ability to articulate effectively, both orally and in writing, the successes and needs of the
school with the school board, central administration, staff, students, parents, and the general public - in large and
small groups and with individuals.

e Community Relations— The ability to relate positively to the public; aview of the community/school
relationship as a partnership; recognition of the need to be visible and active in the community and understanding
the importance of considering community needs and wants.



e Curriculum/Instruction — The ability to work with staff to identify assessments, concepts and skills related to
Maine's Learning Results, and to contribute guidance and assistance to staff in planning and implementing
curriculum utilizing appropriate instructional strategies.

e Educational L eadership — The ability to inspire, motivate, guide and direct staff in setting and achieving the
highest standards of educational excellence for the school and district.

e Educational Renewal — The ability to contribute to constructive educational change and demonstrate knowledge
of current practices and research in school improvement.

¢ Involvement in School and Community — The ability to perform responsibilities as a visible presence in the
school and to be aware of community devel opments, participating in and attending school events to the extent
possible.

¢ Personnel Management — The ability to recognize school staffing needs, to perceive in candidates the potential
for suitability, and to contribute to an effective recruitment/sel ection/retention process.

¢ Professional Development — The ability to contribute to the development and implementation of professional
growth and staff development programs that raise both aspirations and expertise.

e Supervision/Evaluation — The ability to supervise and evaluate staff and all activities through knowledge and
the commitment to contribute to the improvement of instruction and the effectiveness of programsin general.

SPECIFIC PERFORMANCE RESPONSIBILITIESMAY INCLUDE BUT ARE NOT NECESSARILY LIMITED TO:

e Administration/Organizational Management
o Plan, organize, and direct (or oversee/approve) implementation of all school activities.

o Oversee the school’ s administration and instruction; make recommendations when central office or school
board authorization is needed.

o Work with other members of the leadership team (central office and other administrative staff) on matters
and issues of more than individual school import, such as curriculum, special services, transportation, and
thelike.

o Budget school time to provide for the efficient conduct of instruction, special events, and operational
business.

o Schedule the school day and classes within established guidelines to best meet students’ instructional
needs.

o Maintain high standards of student conduct, and enforce discipline as necessary, affording appropriate due
process to students and parents.

o Establish positive guides for proper student conduct and the maintaining of fair, consistent discipline.
o Supervise the maintenance of accurate records on student progress and attendance.
o Conduct staff meetings as necessary for the proper functioning of the school.

o Plan and supervise fire drills and emergency preparedness program in accordance with legal requirements
and established school system procedures.

o Participatein principals meetings, negotiations meetings, and in such other meetings as may be required
or appropriate.

o Serve as an ex-officio member of all committees and councils within the school.
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Delegate authority to appropriate personnel to assume responsibility for the school in the absence of the
principal.

¢ Budgeting/School Finance/Plant Management/Business Services

o}

Prepare and submit the school’ s budgetary requests, and monitor expenditures of allotted funds.
Supervise the maintenance of all required building records and reports.

Oversee appropriate accounting and control of school funds and student activities accounts.
Assume responsihility for the safety and administration of the school plant.

Oversee the daily use of the school facilities for both academic and non-academic purposes, including by
school staff, students and the community.

Provide for adequate inventorying of school/school system property, and for the securing of and
accountability for that property.

Work with maintenance, custodial and other staff to address facility needs.

Communications

o

o

o}

K eep the Superintendent informed of the school’ s activities and problems.
Respond to written, oral, and electronic requests for information from appropriate sources.

Develop and implement a plan for communicating with parents on aregular basis.

Community Relations

e}
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Act as liaison between the school and the community, interpreting activities and policies of the school and
encouraging community participation in school life.

Assume responsibility for all official school correspondence and information.

Curriculum/Instruction

o}
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Assume the responsibility assigned by school board/administrative policy in the development, revision,
and evauation of the school curriculum, and of the school’ s instructional and assessment practices.

In coordination with appropriate members of the leadership team, supervise the guidance program and
other instructional and student support services to enhance individual education and devel opment.

Educational Leadership:

e}

o

o

o

Establish and maintain a school climate that enhances teaching and learning.
Lead in the development, determination of appropriateness, and monitoring of the instructional program.

Assert leadership in times of crisis or civil disobedience in school in accordance with established policy
and procedures.

Assume responsihility for the interpretation and implementation by the school’ s staff of all school board
policies and administrative procedures/regul ations.



o Serve asamember of such committees and attend such meetings as the superintendent may direct.
o Assume an active role as a member of the District Leadership Team providing input to district-wide
decision making.
e Educational Renewal
o Assist in the organizing of District renewal efforts and strategic planning.

o Work with building principals and team leaders to design meaningful ways to monitor the implementation
of improvement programs and strategies.

o Keep abreast of educational changes and devel opments by attending appropriate meeting, reading
professional journals and other publications, and discussing problems of mutual interest with othersin the
field.

¢ Involvement in School and Community

o Maintain active relationships with students and parents.

o Participate and maintain a visible presence at special events that recognize student achievement, as well as
in typical school sponsored activities, functions, and extracurricular events.

o Establish and maintain relationships with local community groups and individuals: - To foster
understanding and solicit support for overall school objectives and programs; - To interpret school
building policies and procedures; and

¢ Personnel Management

o Coordinate personnel needs with appropriate other members of the leadership team.

o Participate in the recruiting, screening, nomination, training, assigning, and evaluating of school building
personnel.

o To discuss/mediate and resolve individual student problems with school staff.

e Professional Development
o Orient newly assigned school staff members and assist in their development, as appropriate.
o Participate in the in-service orientation and training of school staff.
o Assume responsibility for monitoring own professional growth and development through participation in
professional organizations, through attendance at regional, state and national meetings, through enrollment
in advanced coursework and the like.

e Supervision/Evaluation

o Assume responsibility for supervision of all administrative, certified, and support staff attached to the
school.

o Supervise the school’ s instructional and assessment practices.

o Assume responsibility for evaluating and counseling of all staff members regarding individual and group
performance.



o Recommend, according to established procedures, the dismissal or non-renewal of a staff member whose
performance is unsatisfactory.

o Assume responsibility or supervision and evaluation of the school’ s extracurricular program.

Other

Provide for regular and special conferences between parents and teachers

e Prepare or supervise the preparation and submission of reports, records, lists, and al other paperwork required or
appropriate to the school’ s administration

Perform such other tasks as may be assigned by the Superintendent.
TERMS OF EMPLOYMENT: Applicable terms of the Cape Elizabeth Administrators Association agreement.

EVALUATION: The basis of the evaluation will be the extent to which the performance responsibilities of the job are
successfully handled and the extent to which yearly action plans and job goals are met. The Superintendent will perform the
evaluation. The Cape Elizabeth School Department expects that all employees will perform assigned duties diligently,
professionally and efficiently and in compliance with all district policies and procedures as well as all federal and state laws.

NOTE: The above job description reflects the general requirements necessary to describe the principle functions or
responsibilities of the job identified and shall not be interpreted as a detailed description of al work requirements that may
be inherent in the job, either at present or in the future.

APPROVED: June 13, 2006 Revised: October 9, 2012



Affirmative Action Officer/Title | X Coordinator

CAPE ELIZABETH SCHOOL DEPARTMENT
Job Descriptions - Administrator
TITLE: Affirmative Action Officer/Title I X Coordinator

QUALIFICATIONS:

e State of Maine administrator certification;
e Concurrent employment as a Cape Elizabeth School Department administrator;

¢ Knowledge of state and federal nondiscrimination laws and regulations and sex/gender-based discrimination and
harassment laws and regulations, including Title IX.

REPORTS TO: Superintendent of Schools
SUPERVISES: N/A
JOB GOAL:

To ensure the Cape Elizabeth School Department’s compliance with, and implementation of, all aspects of state and federal
nondiscrimination laws and regulations and sex/gender-based discrimination and harassment laws and regulations, including
TitleI1X.

PROFESSIONAL RESPONSIBILITIES:

¢ Implement and manage the Cape Elizabeth School Department’s Affirmative Action Plan and ensure compliance
with state and federal nondiscrimination laws and regulations and sex/gender-based discrimination and
harassment laws and regulations, including Title IX.

¢ Ensure that required notices, policies, and information regarding federal and state nondiscrimination laws and
regulations and sex/gender-based laws and regulations are disseminated to employees, applicants, parents,
unions, and others as applicable, including postings on the Cape Elizabeth School Department’ s website.

¢ Assess discrimination, harassment, and other related complaints received by the Cape Elizabeth School
Department to ensure the appropriate policies and procedures are followed, consulting with the Superintendent
and others as appropriate.

¢ Receive and process all reports and formal complaints of sex/gender-based discrimination, including sexual
harassment complaints.

e Provide support for parties when sexual harassment is reported and throughout the complaint investigation and
resolution process.

e Coordinate and/or conduct investigations of discrimination and harassment, including sex/gender-based
discrimination and harassment, complaints as appropriate.

¢ Facilitate or coordinate informal resolutions of sexual harassment formal complaints as appropriate.

¢ Implement any remedies after findings of responsibility for sexual harassment.



¢ Coordinate and implement appropriate training for Cape Elizabeth School Department employees on
nondiscrimination and harassment, including sexual harassment, laws, policies, procedures, and duty to report.

e Ensure that personsinvolved in recruiting and hiring processes adhere to nondiscrimination and confidentiality
requirements.

¢ Ensure that School Board members and employees receive gender equity training.

¢ Ensure compliance with all other aspects of state and federal sex/gender-based discrimination and harassment
laws and regulations, including Title I X requirements pertaining to education, athletics, and other school
programs.

e Compile data and reports for the Superintendent and School Board members as requested.

¢ Advise the Superintendent of any needed revisions to the Affirmative Action Plan or discrimination and
harassment policies and procedures.

e Comply with al record keeping requirements.

e Any other duties related to the Affirmative Action Plan and sex/gender-based discrimination and harassment laws
and regulations assigned by the Superintendent.

TERMS OF EMPLOYMENT: As specified in the concurrently served administrator contract. EVALUATION: As specified
in the concurrently served administrator contract.

APPROVED: May 11, 2021



