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Position Description

Taken from the Catholic Schools Office Publication- Principals’ Handbook

Section 1100, Jan./2010
Position:  Principal-Minister



FLSA:
 Exempt
Reports to:  Pastor



 
Effective date:
 8/1/2023
General Summary:  The principal-minister, under the pastor, is responsible for the total functioning of the school. He/she has a threefold responsibility as religious leader, educational leader, and manager of the total school program. This commission between the parish and the school is a mandate for the principal-minister to serve in these roles. 

The principal-minister serves primarily as one who inspires and guides the staff in the creation of an integrated entity of a faith community within a program of academic excellence. Therefore, the principal-minister needs to assume responsibility for the on-going Christian formation and religious development of the teacher-ministers as well as the students. It is the primary role of the principal to articulate and implement the unique mission of the school.

 Qualifications 

1. In order to carry out the roles expected of a principal-minister of a Catholic school, the principal-minister must be a practicing Catholic whose faith and lifestyle model a commitment to the tenets of the Church. 

O.C.S.A.A. Standard II states the following: 

a. The governing authority and chief administrator of the school shall establish and communicate the school’s mission, philosophy, direction, priorities, and strategies for addressing stakeholder needs, especially those of students. In addition, he/she will serve as a positive role model, reinforce best practices, and provide strong leadership. 

b. The elements of a Catholic leadership system that will guide a high performing district or school include: 

1) strong Catholic identity; 

2) a student-focused environment; 

3) high expectations for student and organizational performance, individual student and staff development, initiative, innovation, and a commitment to continuous improvement. 

2. To assume the role of religious leader for the school, the principal-minister must also complete both the Catholic School Orientation program (CSO) and the Basic Level Catechetical Certification offered through the Mysterium Christi Diocesan Institute. 

3. The principal-minister must hold at least a bachelor's degree and an Ohio administrative certificate. Administrators holding a non-tax license only must complete, every five years, continuing education units or graduate credit comparable to state requirements for renewal of an administrator’s license. (cf. Appendix 2500 Principal’s Handbook) 
4.  Must successfully pass the required BCI/FBI background check prior to employment and every five years.

Essential Duties and Responsibilities:
I.  The Principal-Minister as Religious Leader 
First and foremost, the principal-minister must be the religious leader of the school. He/she builds the community of faith, insures Catholic identity, sound teaching of religion, and models Christian values. 

A. Responsibilities as Religious Leader (under guidance of pastor) 

1. To contribute to the total ministry of the parish community in partnership with other parish leaders and staff 

2. To recognize that all members of the faculty and staff are an integral part of the process of religious education 

3. To recruit teachers who are practicing Catholics, who can understand and accept the teachings of the Catholic Church and the moral demands of the Gospel, and who can contribute to the achievement of the school's Catholic identity and apostolic goals 

4. To supervise, through observation and evaluation, the performance of each religion teacher 

5. To form with all members of the faculty a united distinctively Christian community dedicated to the education and Christian formation of the pupils entrusted to his/her care 

6. To provide opportunities for ongoing catechesis for faculty members which appropriately and adequately train them for their serious ministry 

7. To develop goals for the implementation of an overall catechetical plan for the school, and periodically evaluate progress toward the goals 

8. To provide, alongside the pastor, for the spiritual growth of the faculty 

9. To ensure that the religion curriculum is being taught in its entirety (cf. Section 1500) 

10. Annually to report to the pastor about the following: 

a. Religion-teacher certification and in-services provided through the school. 

b. The use of the Religion Course of Study 

c. Results of the ACRE testing program 

d. Any concerns about the religion program or about the Christian atmosphere/attitude of staff and students
II.
The Principal-Minister as Educational Leader 
A. Educational Responsibilities 

1. To organize, administer, and evaluate the instructional program by: 

a. Working with teacher-ministers in the implementation of the diocesan course of study 

b. Working with teacher-ministers to determine effective instructional strategies 

c. Coordinating curriculum and schedules 

d. Providing for program evaluation through a diocesan testing program 

e. Evaluating and reporting pupil growth 

2. To hire, supervise, and evaluate school personnel (cf. Teacher Formation Process, Appendix 2700 of Principal’s Handbook)) 

a. To provide a copy of an evaluation signed by the principal-minister and teacher-minister for the teacher-minister’s personal file at the school, for CYSS, and for the teacher-minister to keep himself/herself 

b. To orientate new teacher-ministers 

c. To implement ODE’s Beginning Teacher program by assuring that the state requirements for qualified mentors are in place for all new teacher-ministers going through this program 

d. To work with individual teacher-ministers, especially through conferencing on a regular basis 

e. To provide group leadership through faculty meetings 

f. To hire substitutes 

g. To train, supervise, and evaluate non-teaching personnel. (For ASP personnel, see VIII, p.1210) 

3. As the educational leader of the school, the principal-minister should attend all school council meetings and speak for faculty and student body
4. In the light of state and diocesan requirements and local conditions, the principal-minister should prepare a daily school schedule and then see that it is observed. Only with the principal-minister's consultation should anyone seek a change in that schedule.
5. To administer pupil services: 

a. To establish school discipline 

b. To be responsible for the behavior and discipline of students at school activities 

6. To display the flag of the United States on each school day 

7. To interpret the school educational programs and policies to pupils, faculty, parish staff, council, parents, and parishioners 

8. To seek stakeholders’ feedback on a regular basis 

B. 
Accreditation Responsibilities 

All schools must join the Ohio Catholic School Accreditation Association (OCSAA) and must follow the OCSAA Operating Standards. A copy of a school’s “Final School Improvement Plan” should be filed with the Catholic Schools Office. 
C. 
Reporting Responsibilities 

Each year the Catholic Schools Office prepares a checklist of all required forms with a brief description, date due, and person to whom the report is directed. One copy of each of the forms should be retained in the school file, and the remaining copies are to be sent to the Catholic Schools Office, where the information will be collated and, when appropriate, forwarded to the proper agencies or offices.
III. 
The Principal-Minister as Manager 
A. General Responsibilities 

1. To actively encourage full faculty participation in decision-making and wisely delegate certain administrative functions 

2. To inform the pastor on all phases of the school's operation and seek his counsel on the most serious problems. It is highly recommended that the pastor and principal-minister hold a weekly conference to discuss school matters.
3. To play a major role in securing the future of the school by supporting the establishment of school development efforts and endowment funds and assisting with drives to fill them
4. To give each new teacher-minister a copy of the Grievance Procedure for Teachers (cf. Appendix 2400). It is suggested that a signed statement of receipt of such document be placed in each teacher-minister's file. 

5. In relation to total functioning of school: 

a. To assume a leadership role in developing an annual budget for the operation of the school 

b. To be responsible for assignment of duties and the evaluation of non-certified personnel 

c. To work together with the pastor and the school advisory council on public relations and marketing 

d. To oversee pupil services 

1) To keep permanent school records 

2) To coordinate student activities 

6. To develop student and faculty handbooks and keep them current 

B. Responsibilities in Relation to School Closings and Delays 

1. State Law Regarding School Closures and Delays 

a. Principal-Minister is responsible to follow state law as well as the policies contained in the principal’s handbook Section 1100.
b. Principal-Minister is to establish a school policy and procedures on school closings and delays.
C.  Fiscal Responsibilities 

The principal-minister, under the pastor, is responsible for the total functioning of the school. This responsibility gives the principal-minister the following duties and corresponding rights regarding finances: 

1. To assume a leadership role in developing an annual budget for the operation of the school 

a) The right/need to attend finance meetings when the agenda addresses school finances (i.e., parish subsidy, salaries, benefits, etc.) 

b) Right to spend for items/expenses approved in the budget 

2. To be accountable for the administration of the budget insofar as this budget is 

under his/her control 

a) The right/need to have a petty cash resource 

b) The right to initiate ordinary projects which generate small (in relation to the school budget) amounts of cash to be used for public relations with students, families, or staff. A word of caution: Principal-ministers, teacher-ministers, and staff should take great care when handling money - counting milk money, mission money, etc. A system of checks and balances should be established for the protection of the staff and administration. (cf. Section 1800) 

3. To demonstrate leadership in public relations and school fund-raising activities. All fund raising should be represented in the school’s accounts.  Both expenses and deposits should be clearly documented. 

4. To hire, supervise, and evaluate faculty and school staff 

a) The right to have no personnel hired for work in the school without the consent of the principal-minister 

b) The right to conduct interviews of teacher-minister applicants and recommend to the pastor the hiring of new personnel 

c) The right/need to have direct input into the scheduling of maintenance activities in order to maintain the integrity of the school's instructional and activity schedule
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LANGUAGE SKILLS 
Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information and respond to questions from groups of managers, clients, vendors, employees, and the general public.

MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

REASONING ABILITY 
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; sit; use hands to finger, handle, or feel; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and talk or hear. The employee must regularly lift and / or move up to ten (10) pounds and occasionally lift and / or move up to twenty-five (25) pounds. Specific vision abilities required by this job include close vision, distance vision, and ability to adjust focus.

WORKING CONDITIONS
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate. Position may require some evening and weekend hours.

Receipt and Acknowledgement
I acknowledge that I have been given a copy of this position description.  I have read it and understand it. I am responsible for complying with all position duties, requirements and responsibilities contained herein, and any subsequent revisions. 
This position description has been designed to indicate the general nature and level of work performed by employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this position. 
I understand and agree that the position description is presented as a matter of information only, and is not to be construed as a contract between the Diocese of Toledo, the parish/school and its employees.
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