
Principal 
Hastings Catholic Schools   

Job Description:  Principal, St. Michael Elementary School  

Reports to:  Superintendent – Hastings Catholic Schools 

Date:  November, 2012 

 

BASIC FUNCTION:   The Principal of St. Michael Elementary School is responsible for the 

operation and oversight of activities relating to the education of students in grades K-5.  The 

position is responsible for daily functions which include, but are not limited to: operation of the 

school within the scope of the mission and in compliance with standards of accreditation; 

spiritual guidance and direction of all programs for the enhancement of the devotional life of the 

students; employment/evaluation/development of faculty and staff; fiscal responsibility within 

budget guidelines; as well as assistance to students in attaining their academic and extra-

curricular levels of excellence. 

 

PRINCIPAL ACCOUNTABILITIES include but are not limited to: 

 

1. Supervises all operations of the school in light of the Mission, Vision, and Values  of 

Hastings Catholic Schools; 

2. Ensures the integration of faith in the life and education of students through the offering 

of all-school Masses, devotions, and penance services in accord with the liturgical life of 

the Church as well as through the offering of religious education by well-formed priests, 

religious, and lay instructors;  

3. Recommends policy guidelines for consideration and approval by the Superintendent; 

4. Maintains fiscal responsibility through the development and execution of the annual 

school budget process; 

5. Ensures that the process for hiring, evaluation, and reduction of staff is in keeping with 

national and local laws, as well as Diocesan guidelines, with an emphasis on integrity; 

6. Directs the guidance and academic departments in the analysis of curriculum needs 

relative to state and diocesan standards of excellence and ensures the timely submission 

of state and diocesan reports; 

7. Ensures on-going accreditation by appropriate agencies; 

8. Provides feedback on the quality of lesson plans submitted by faculty and assists new 

faculty members through the new teacher mentor program; 

9. Ensures that teachers are evaluated and provided feedback at least twice per year; 

10. Monitors the academic performance of students and provides opportunities for 

enhancement of their skills and participation in competitive arenas of excellence; 



 

11. Serves as the highest review of student discipline within the school and recommends 

expulsions and out-of-school suspensions; 

12. Ensures all appropriate records are maintained for the student body; 

13. Ensures the completion of all fire, tornado, and other safety drills as required or 

appropriate; 

14. Coordinates facility needs with the buildings and maintenance staff; 

15. Conducts a variety of meetings with faculty, parents, board members, and others in order 

to ensure a professionally rewarding environment for all; 

16. Liaisons with parents and the general public for news and events relating to the student 

body; 

17. Provides for the timely communication to faculty and parents through communication 

vehicles such as emails, faculty bulletins, LINKS, etc. 

18. Fulfill other duties as assigned. 

 

QUALIFICATIONS: 
The incumbent shall be a spiritually-motivated, practicing Roman Catholic with excellent 

communication skills, a future-oriented academic vision, knowledge of current educational 

methods, an understanding of a multicultural environment, and proven leadership skills. 

Additionally, the incumbent shall possess the required educational requirements for certification 

within the state of Nebraska.  

Strong management skills are essential for effective leadership of faculty and staff, as well as 

communication with parents and the general public.  A love of working with youth is essential in 

order to form the student body according to the stated mission, vision and values. 

The incumbent must possess a valid driver’s license in order to attend meetings and conferences 

as appropriate.  

TYPICAL PHYSICAL REQUIREMENTS/WORKING CONDITIONS 

 Must be able to stoop, sit, stand, push, pull, and stretch  consistent with an office 

environment; 

 Must be able to drive to various locations as required; 

 Must be able to use standard office equipment such as computer, telephone, fax machine etc. 

in conjunction with administrative duties. 
  

Approved: ____________________________________ Date: _______________ 

       Superintendent of Schools 

 

Reviewed:  ____________________________________   Date: ______________ 

                       Unity Board 


