This is a Decision Paper

TO:

Members of the Hardin County Board of Education

FROM:
Nannette Johnston, Superintendent

DATE:

February 17, 2011
SUBJECT:
Designation of High School and Middle School SAM Positions for School Improvement Grant
Request:

This is a request to the School Administrative Managers (SAM) at the High School and Middle School.  These positions are based upon the School Improvement Grant that will be fully funded by the grant.

Discussion:

The No Child Left Behind Act of 2002 provided funds to districts that have schools in School Improvement.  Additional monies have been made available for these schools to fund improvement efforts for the next three years.  Year 1 plans and budgets have been approved by KDE and Year 2 and Year 3 continuation will be dependent on progress made in schools reaching their stated annual goals.  The range of responsibilities at the High School level differ from that at the Middle School level based upon the physical size of the school, the population of students and the number of activities necessitating a High School Administrative Manager (HSAM) and a Middle School Administrative Manager (MSAM) distinct position listing.  The job description will remain the same with the only differences being the hours per day and the number of days in the year. The position listings are attached for review.
Recommendation:

I recommend that the board revise the High School Administrative Manager (HSAM) and a Middle School Administrative Manager (MSAM) positions for the School Improvement Grant.

Recommended Motion:

· I move that the board revise the High School Administrative Manager position (Classified Position, Level 6 with 8 hours per day, 220 day contract) and a Middle School Administrative Manager position (Classified Position, Level 6 with 7 hours per day, 212 day contract) funded from the School Improvement Grant.  
CLASS TITLE: MIDDLE SCHOOL ADMINISTRATION MANAGER (MSAM)
BASIC FUNCTION: The Middle School Administration Manager or MSAM project is a strategy designed to change the role of the principal from the managerial leader to the instructional leader, resulting in an increase in time spent on improving teaching and learning.  The MSAM would be responsible for helping principals use time/task data to reflect on their practice in addition to helping the principal increase the time they spend as instructional leaders.  The MSAM would work collaboratively with the principal to strengthen relationships with teachers, parents and students to improve teaching and learning.  MSAM’s would predominately help principals distribute management responsibilities and work with classified, or support staff, to keep routine management administration work from pulling the principal away from instructional leadership work.

REPRESENTATIVE DUTIES/ESSENTIAL FUNCTIONS: 
· Manages all school scheduling, special events, field trips, cafeteria, transportation, maintenance, playgrounds and cleaning.

· Manages community use of school site.

· Manages school budget.

· Manages school maintenance projects.

· Assists the Principal with the preparation and implementation of the school safety plan: disaster preparation, fire drills, student, staff and public safety, and student health.

· Maintains equipment, textbook and supply inventories.

· Monitors student attendance and coordinates efforts to improve student attendance.

· Coordinates with the principal to maintain a positive, safe learning environment for students by enforcing the school discipline plan.

· Responsible for school public relations and communications plan: promotes the school and District through positive relations with community, business, parents and students.

· Performs other duties as assigned by the Principal 
Knowledge and abilities:
· Practices, policies and procedures involved in the functional areas assigned.

· Modern office practices, procedures and equipment.

· Oral and written communication skills.

· Research methods and report writing techniques.

· Laws, rules and regulations related to assigned activities.

· District organization, operations, policies, procedures and objectives.

· Interpersonal skills using tact, patience and courtesy.

· Health and safety regulations.

· Principles and practices of administration, supervision and training.

· Technical aspects of field of specialty.

· Budget preparation and control.

· Student discipline policies, procedures, laws and regulations.

· Manage conflict.

EDUCATION AND EXPERIENCE: 

· Classified Position, Level 6 with 7 hours per day, 212 day contract
· Associate degree in business or related field preferred

· At least 5 years managerial experience required

	PHYSICAL DEMANDS: 􀁑 Seldom/Rare 
	Occasional 
(up to 1/3 of work day) 
	Frequent 
(1/3 to 2/3 of work day) 
	Repetitive 
(2/3 or more of work day) 

	Standing/Walking 
	􀁒 
	􀁒 
	􀁑 
	􀁒 

	Sitting 
	􀁒 
	􀁒 
	􀁑 
	􀁒 

	Handle/Finger/Feel 
	􀁒 
	􀁒 
	􀁑 
	􀁒 

	Reach/Push/Pull 
	􀁒 
	􀁒 
	􀁑 
	􀁒 

	Bend/Stoop/Crouch 
	􀁒 
	􀁒 
	􀁑 
	􀁒 

	Kneel/Crawl 
	􀁒 
	􀁑 
	􀁒 
	􀁒 

	Climb/Balance 
	􀁑 
	􀁒 
	􀁒 
	􀁒 

	Lift/Carry 

(Check Frequency) 

	􀁒 Up to 10 lbs. 
	􀁒 
	􀁒 
	􀁑 
	􀁒 

	􀁒 Up to 20 lbs. 
	􀁒 
	􀁒 
	􀁑 
	􀁒 

	􀁒 Up to 50 lbs. 
	􀁒 
	􀁑 
	􀁒 
	􀁒 

	􀁒 Up to 100 lbs. 
	􀁑 
	􀁒 
	􀁒 
	􀁒 

	􀁒 Over 100 lbs. 
	􀁑 
	􀁒 
	􀁒 
	􀁒 


 CLASS TITLE: HIGH SCHOOL ADMINISTRATION MANAGER (HSAM)
BASIC FUNCTION: The High School Administration Manager or HSAM project is a strategy designed to change the role of the principal from the managerial leader to the instructional leader, resulting in an increase in time spent on improving teaching and learning.  The HSAM would be responsible for helping principals use time/task data to reflect on their practice in addition to helping the principal increase the time they spend as instructional leaders.  The HSAM would work collaboratively with the principal to strengthen relationships with teachers, parents and students to improve teaching and learning.  HSAM’s would predominately help principals distribute management responsibilities and work with classified, or support staff, to keep routine management administration work from pulling the principal away from instructional leadership work.

REPRESENTATIVE DUTIES/ESSENTIAL FUNCTIONS: 
· Manages all school scheduling, special events, field trips, cafeteria, transportation, maintenance, playgrounds and cleaning.

· Manages community use of school site.

· Manages school budget.

· Manages school maintenance projects.

· Assists the Principal with the preparation and implementation of the school safety plan: disaster preparation, fire drills, student, staff and public safety, and student health.

· Maintains equipment, textbook and supply inventories.

· Monitors student attendance and coordinates efforts to improve student attendance.

· Coordinates with the principal to maintain a positive, safe learning environment for students by enforcing the school discipline plan.

· Responsible for school public relations and communications plan: promotes the school and District through positive relations with community, business, parents and students.

· Performs other duties as assigned by the Principal 
Knowledge and abilities:
· Practices, policies and procedures involved in the functional areas assigned.

· Modern office practices, procedures and equipment.

· Oral and written communication skills.

· Research methods and report writing techniques.

· Laws, rules and regulations related to assigned activities.

· District organization, operations, policies, procedures and objectives.

· Interpersonal skills using tact, patience and courtesy.

· Health and safety regulations.

· Principles and practices of administration, supervision and training.

· Technical aspects of field of specialty.

· Budget preparation and control.

· Student discipline policies, procedures, laws and regulations.

· Manage conflict.

EDUCATION AND EXPERIENCE: 

· Classified Position, Level 6 with 8 hours per day, 220 day contract
· Associate degree in business or related field preferred

· At least 5 years managerial experience required

	PHYSICAL DEMANDS: 􀁑 Seldom/Rare 
	Occasional 
(up to 1/3 of work day) 
	Frequent 
(1/3 to 2/3 of work day) 
	Repetitive 
(2/3 or more of work day) 

	Standing/Walking 
	􀁒 
	􀁒 
	􀁑 
	􀁒 

	Sitting 
	􀁒 
	􀁒 
	􀁑 
	􀁒 


	Handle/Finger/Feel 
	􀁒 
	􀁒 
	􀁑 
	􀁒 

	Reach/Push/Pull 
	􀁒 
	􀁒 
	􀁑 
	􀁒 

	Bend/Stoop/Crouch 
	􀁒 
	􀁒 
	􀁑 
	􀁒 

	Kneel/Crawl 
	􀁒 
	􀁑 
	􀁒 
	􀁒 

	Climb/Balance 
	􀁑 
	􀁒 
	􀁒 
	􀁒 

	Lift/Carry 

(Check Frequency) 

	􀁒 Up to 10 lbs. 
	􀁒 
	􀁒 
	􀁑 
	􀁒 

	􀁒 Up to 20 lbs. 
	􀁒 
	􀁒 
	􀁑 
	􀁒 

	􀁒 Up to 50 lbs. 
	􀁒 
	􀁑 
	􀁒 
	􀁒 

	􀁒 Up to 100 lbs. 
	􀁑 
	􀁒 
	􀁒 
	􀁒 

	􀁒 Over 100 lbs. 
	􀁑 
	􀁒 
	􀁒 
	􀁒 


