Building a Principal Profile

With Staff:

1. The current principal calls a required staff meeting.  The Associate Superintendent conducts the meeting and the principal does not stay for the process.  The principal ensures that teachers are notified of meeting date/time and that required materials are available.

2. The Associate Superintendent outlines the timeline for selection and the process that will be followed.  The staff is told that their input is being sought as to the qualities and characteristics they would like to see in a new principal.

3. Several topics are outlined on chart paper. These might include: Leadership Style; Types/Years of Experience; Instructional Expertise; Communication Skills; and Community Involvement; Other.

4. The staff breaks into groups to brainstorm their ideas onto chart paper. After sufficient time for collaboration, each group reports out their thoughts and the charts are posted on the wall. 

5. The staff then reviews the comments and they select the characteristics that are critical by a consensus process.

6. The identified characteristics are compiled into a profile by the Associate’s office and a copy is returned to the campus to be sure their thoughts were accurately recorded.

7. All staff members are encouraged to submit comments via e-mail if they were unable to attend the initial meeting.

With Community/Parents:

1. Notices are mailed home to all parents (and PTA) announcing a meeting to be held to gather their input for the selection of the principal. (English/Spanish) The current principal ensures that a staff member is available to open and close the school on the meeting date and that required materials are available.

2. The Associate Superintendent conducts the meeting.  An interpreter and headsets are always available.

3. The timeline and process are conveyed to the group.  The group is told how their input will be used in creating a profile.

4. If the group is large, the same process is followed as with the staff to brainstorm.  For small groups, the Associate Superintendent will chart their thoughts.

5. All final characteristics are reached by consensus.  

6. The identified characteristics are compiled into a profile by the Associate Superintendent’s office and sent to the PTA and campus in English and Spanish, if needed, to be sure their thoughts were captured accurately.

**Notes:


a. If there is a low turn out for the meeting, a second one may be called.  

b. In cases where it is difficult for parents to get to school, a questionnaire to solicit input may be sent home and collected by the campus.

c. Associate Superintendents have accepted e-mail comments from teachers who were more comfortable sending their thoughts privately.

