Assigning Administrative Duties to Teachers

With no principal and teachers assuming responsibilities normally assigned to administrative personnel, we have adopted the following process to ensure that all administrative responsibilities are accounted for and carried out.  This is a three phase plan that allows for revision and improvements every year.  Prior to this plan, the lead teachers and the Administrative Manager have already clearly defined which roles and tasks are categorized as educational, administrative, or both.  Educational responsibilities will be assumed by the teachers and overseen by the Lead teachers.   They are not strictly classroom responsibilities and include such things as fire drills, field trip planning, STAR tests, staff meeting planning, yearbook, and more.  Administrative responsibilities are, in general, tasks that require office oversight such as financial, student records, and coordination with the District, County, and State.  Some responsibilities are shared which means that School leadership shares information and works together on those issues.

Educational responsibilities, then, must be properly identified, and intelligently meted out amongst the teachers.  The process for doing so is as follows:

Phase 1:
Identification of administrative tasks


Before the start of the new year, the lead teachers examine previous year’s administrative duties, and assess which needed to be done, which did not need to be done, and which ones, if any, need to be added.  The lead teachers will compile a list of current duties and assessments for how many hours (approximately) each week, the duty will take to perform excellently.

Phase 2:
Assignment of tasks


In the first staff-wide meeting prior to the opening of school, the lead teachers conduct an orientation regarding administrative duties.    Discussed are the expectations for teachers to take on admin duties, how teachers are held accountable for their duties, and the importance of asking for support in performing duties.  It is also made clear that while an effort is made to allow teachers some flexibility in choosing which duties they do, for the most part, teachers do not get to pick their admin dutes.  In fact, they are expected to perform, with excellence, any duty they are assigned.


After the orientation, duties are discussed, chosen, if possible, and otherwise assigned.  More experienced teachers get greater duties; new teachers are, whenever possible, partnered with other teachers to assist with their tasks.

Phase 3:
Oversight


The Lead teachers will supervise the remaining teachers for classroom observations and for performance of their administrative duties.  The lead teachers will supervise approximately the same number of teachers and meet with them regularly throughout the year to assess their performance.

