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PREFACE

Merrill Area Public Schools received federal funds (under ESEA Title
V - Part C) to develop a management by objectives/results program for
administrative staff. The Merrill Area Public Schools Board of Education
with consultative assistance from Educational Systems Associates is making
an effort to fulfill the grant activities and develop a pilot model of an

objectives-based approach to management.
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PART I

Merrill Area Public Schools



Chapter 1

INTRODUCTION

Field Study Procedures

Part of the spring semester, 1976, was spent in counsultation with
Mr. Augusto Munoz, as arranged by Roger Lowney. We discussed Merrill
school system's Management by Objectives (MBO) program and how it affects
the schools and administrators. I had individual consultations with:
Mr. Robert Opsahl, Mr. James Wood, Mr. Frank Roskos, Mr. Jack White, and
Mr.James Boettcher, discussing their respective roles in the school organ-
ization. I also visited the senior high, junior high, elementary schools
and attended board meetings to see the MBO program in action.

Finally, I combined the factual information I received from the admin-
istrative offices with my observations of the system at work to make sev-

eral conclusions about the Merrill school system.



Overview of the Management by Objectives Program

Management by Objectives (MBO) may be defined as any plan or system
that involves superiors and subordinates in determining goals, strategies
to achieve them, a monitoring apparatus to ascertain the status of goals,
the workability of planned activities to realize these goals, and an ap-
praisal process to measure progress according to a specific set of ac-
ceptable standards (or predetermined desired goals and objectives).

While MBO involves the three levels of administration, support
services, and instructional programs, Merrill's pilot efforts have been

directed toward the development of an administrative MBO program as a

vehicle for facilitating more effective planning and utilization of re-

sources related to the administration of the Merrill Area Public Schools.

Glossary of Terms

Mission statement. A statement which encompasses the legal and philoso-

phical reasons for the existence, function, and purposes of the organ-

ization.

Organizational chart. An illustration with an organization's line and

staff authority, providing a means for members of the organization to

visualize the established 1lines of communication.

Goals. Broad, unmeasurable directional statements which are the ends
toward which effort is directed. They provide the criteria effecting

the formation of organizational policies and objectives.

Objective. A statement which specifies in measurable terms a desired

outcome or accomplishment of a specific activity to be performed in the



pursuit of a goal.

Performance objective. (Note: These objectives have not been incorporated

as part of the pilot administrative MBO program.) A statement which spe-

cifies in measurable terms what learner changes are expected.

Process objective. A statement which specifies in measurable terms what

activities are to be accomplished. The elements of a process objective

are: person(s), activity, time, and verification.

Task. A piece of work to be done, consisting of one or more specific

activities, aimed toward the accomplishment of an objective.

Activity. A specific job or duty normally performed within an assigned time

toward the accomplishment of an objective.

Systems document. A statement or illustration reflecting a combination

of parts (i.e., activities, persons, outcomes, or dates, etc.) forming an
organized or unitary whole. In the MBO sense, these parts are coordinated

for the performance of some function or purpose.

Job description. A statement of a person's role within the organization

describing performance responsibilities and duties. It is of utmost impor-
tance that job descriptions be contemporary to the responsibilities they

describe if they are to be of any value to the organization.

Monitor. The process by which the implementation of planned activities may
be inspected, reviewed, or observed to determine whether they are being
attained or accomplished on schedule. The information collected and analyzed

provides an opportunity for relevant decision-making with regard to adherance



to or modification of activities, schedules, or plans.

Individual MBO personnel system. A compilation of an individual's objectives.

These objectives may be sub-categorized into tasks and activities which the
individual must accomplish in order to complete a given objective. Planned

completion dates are stated to provide a deadline and scheduling gquide.

Program activity work system. A compilation of several individuals' objec-

tives aimed at completing a complex function which cuts across many levels
and lines of responsibility. A program system is designed to increase
communication and coordination among different persons sharing related res-
ponsibilities. Planned completion dates for various activities are agreed

upon by the persons responsible and stated in the system.

Monthly activity planner. A compilation of activities to be conducted

during a given month. These may be drawn from the Individual MBO Work
System. If an activity needs to be accomplished which is not in the plans,
it may be recorded on this sheet (to be incorporated as a planned activity
for the next year's period). These planner sheets may be used by personnel
during scheduled meetings as a means of monitoring progress toward stated

goals and objectives.

Mission Statement

We believe that the Merrill Area Public Schools should provide the
best possible education commensurate with our resources so that each student
will have an equal opportunity to achieve his maximum potential as a member
of our democratic society. We believe that the school should constantly
strive to foster in each individual an appreciation of his responsibilities

to this society by providing him with the necessary knowledge and skills.



We believe the schools should encourage the development of patriotism,
aesthetic appreciation, critical thinking, physical fitness, and creativity.
We believe the student should experience respect for the rights of others,
awareness of world affairs, and understanding of the inter-relationships of
nations.

We believe the schools should encourage the preservation and perfection
of our democratic society and promote an attitude of respect and §ppreciation
for our cultural heritage. We believe the schools should meet the demands
of a changing world by adopting and applying new knowledge and technology
in the improvement of education, interpreting social change, thus helping

youth prepare for 1life and showing leadership in meeting the many challenges

of changing times.

School District Process Orientated Goals

The Merrill Area Public Schools shall:

1. Provide a physical environment that is conducive to the

attainment of the numerated district learner goals.
2. Conduct in-service programs designed to improve teaching
techniques that will affectuate desirable learner outcomes.

3. Promote community awareness of the total educational program

through effective dissemination of school district activities.

4. Provide educational opportunities commensurate with the

community's fiscal capability.

5. Provide resources for education research, development and com-

prehensive long range planning and evaluation activities.

6. Establish guidlines delineating duties and responsibilities

of all school district employees.



Provide an instructional inter-disciplinary program which will

encompass the cognitive, affective and psychomotor needs of all
students.
Provide an environment that will be conducive to a program of

individualized instruction which will foster feelings of

self-worth in students.



Chapter 2
ADMINISTRATIVE JOB DESCRIPTIONS

NOTE 1: Performance responsibility iS 1listed in chapter 3.

NOTE 2: Included are only those positions related to secondary

education.

Superintendent of Schools

Mission statement. The Superintendent of Schools is appointed by, and is

responsible to, the Board of Education. He shall act as the chief execu-
tive officer of the Board of Education and assume general supervision and
leadership for all aspects of the educational program and its personnel.

His administrative functions shall be carried out in accord with the policies
adopted by the Board of Education. He may delegate various responsibilities

to appropriate staff but shall be held accountable for the ultimate oper-

ation of the school system.

Position Goals. To administer the development and improvement of a positive

educational program designed to meet the needs of the community.

To establish, recommend and interpret policies and programs for all
segments of the school system.

To develop and implement an organizational plan which will increase
staff participation and impro<2 the cperation of the administrative, sup-

portive, and instructional processes.

Preferred Qualifications. Masters Degree.

A minimum of ten years of school experience, including at least five

years in an administrative capacity.



Valid Wisconsin Certification.
Such alternatives to the above qualifications as the School Board may

find appropriate and acceptable.

Deputy Superintendent of Administrative Services

Mission statement. The Deputy Superintendent of Administrative Services

shall work directly under the supervision, direction and confirmétion of
the Superintendent of Schools. He shall be responsible to him for the
operation, maintenance, and service functions of the school system, for
coordinating matters concerning finance and for the administrative activ-
ities of school district personnel. He shall also establish and supervise

a management system for the performance of school district business and

service operations.

Position goals. To assist the Superintendent in the area of the business

administration of the school system.
To assist the Superintendent in the recruitment, training and evalua-
tion of non-instructional staff and those members of the instructional

staff as designated by the Superintendent.

To assist the Superintendent in the maintenance and operation of the
physical facilities of the school system.

To assist the Superintendent in the area of labor management negotia-

tions.

Preferred qualifications. Masters Degree.

Five years of successful school experience, including two years of



administrative and graduate business courses or related work in administra-

tion.
Valid Wisconsin Certification.
Such alternatives to the above qualifications as the Superintendent and

School Board may find acceptable and appropriate.

Assistant Superintendent of Instruction

Mission statement. The Assistant Superintendent of Instruction shall work

directly under the supervision, direction and confirmation of the Super-
intendent of Schools. He shall be responsible to him for coordinating,
developing and improving all aspects of the district's instructional program.
He shall also establish and supervise a management system for the perfor-

mance of school instructional support programs and activities.

Position goals. To assist and advise the Superintendent in planning,

coordinating, directing, staffing, and evaluating the instructional
programs at the district.

To supervise the functions and activities of the principals, directors,
and supervisors.

To provide overall coordination (with principals and teacher com-
mittees) in organizing and coordinating grade level and departmental
meetings in order to effect horizontal and vertical continuity and artic-

ulation of the instructional program throughout the district. .

Preferred qualifications. Master Degree.

Five years of successful school experience, including two years of
work experience or training in administration of instructional programs.

Valid Wisconsin Certification.



Such alternatives to the above qualifications as the Superintendent

and School Board may find acceptable and appropriate.

Director of Special Education

Mission statement. The Director of Special Education shall work directly
under the supervision of the Assistant Superintendent of Instruction. He
shall be responsible to him for supervising all special education programs
for children with exceptional educational needs who cannot sufficiently

benefit from regular classroom programs.

Position goals. To supervise all special education services staff who are

reimbursable by Division for Handicapped Children Funds.

To coordinate all special education programs in the district.

Preferred qualifications. Masters Degree.

Licensure as Level A Supervisor of Special Education.

Certification (or degree) in one area of exceptionality.

Three years of teaching in special education.

Such alternatives to the above qualifications as the Superintendent

and School Board may find appropriate and acceptable.

High School Principal

Mission statement. The High School Principal shall work directly under

the supervision of the Assistant Superintendent of Instruction. He shall
be responsible to him for supervising all staff attached to the school and

all other resource and service personnel functioning in the assigned school.

Position goals. To take active leadership in planning, initiating, refining




and evaluating the instructional and operational programs.

To adopt the general program of education approved by the School
Board to meet the peculiar needs of the community served.

To implement School Board policies and regulations relating to the

school.

Preferred qualifications. Masters Degree.

Valid Wisconsin Certification

Three years of successful secondary teaching and two years of exper-
ience in public school administration and supervision.

Such a]ternatives to the above qualifications as the Superintendent

and School Board may find appropriate and acceptable.

Assistant Principal, Senior High School

Mission statement. The Assistant Principal, Senior High School shall work

directly under the supervision of the Principal. He shall assist and re-
lieve the principal of such duties that prevent him from fulfilling his
primary responsibility of promoting the educational well being of each
student in the high school. He shall also establish and supervise a

management system for the performance of the high school administrative

operations.

Position goals. To serve as principal in the absence of the principal.

To assist the principal in the overall administration of the school.
To supervise the student activities in the building, including

student accounting, discipline, and extracurricular activities.

Preferred qualifications. A Masters Degree in Educational Administration.




Valid certificate from the State Department of Public Instruction.

A minimum of three years experience in the field of public educa-
tion.

Such alternatives to the above qualifications as the Superintendent

and School Board may find appropriate and acceptable.
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Chapter 3

INDIVIDUAL MANAGEMENT BY OBJECTIVES PERSONNEL SYSTEM

Superintendent of Schools

Performance responsibility 1. To supervise the operation of the district's

personnel services.

Task 1. Recommend the number and types of personnel positions in the
school system.

Activity 1. Review the compiled lists of new positions from the
Assistant Superintendent of Instruction and Deputy
Superintendent of Administrative Services.
Completion date . is the second week (Wednesday) of
January.

Verification documented justification on file.

Activity 2. Meet with appropriate administrators for justifi-
cation of recommended new positions.
Completion date is the third week (Monday) of
January.
Verification, minutes of meeting on file.

Activity 3. Approve justification of new positions for inclusion
as a recommended budget item.
Completion date is the first week (Monday) of
February.
Verification documentation on file.

Activity 4. Present recommendations for new positions to Board
of Education.
Completion date is the second week (Monday) of
February.
Verfication, minutes of Board meeting.

Task 2. Nominate candidates for appointment and assign all personnel.

Activity 1. Recommend all personnel appointments for Board of
Education ratification.
Completion date is the fourth week (Monday) of
February.
Verification, minutes of Board meeting.

13



Task 3.

Task 4.

Suspend or recommend personnel for non-renewal of contract
following due process procedures.

Activity 1. Review justification for suspension or non-renewal
of contracts and invoke non-renewal procedures to
comply with statutes and/or due process.

Completion date is the first week (Monday) of
February.

Verification as documented by meeting minutes and/or
other justification documentation.

Supervise the personnel program.

Activity 1. Review evaluation processes for all school district
personnel.
Completion date is the third week (Friday) of
August.
Verification, evaluation instruments on file.

Activity 2. Review administrator evaluations of their subor-
dinate personnel.
Completion date is as circumstances dictate.
Verification on file.

Performance responsibility 2. To supervise the operation of the district's

business and financial affairs.

Task 1.

Supervise the preparation of the annual budget.

Activity 1. Meet with all administrators to coordinate procedures
of budget preparation.
Completion date is the second week (Wednesday) of
January.

Verification, meeting minutes on file.

Activity 2. Monitor budget preparation as indicated in budget
procedure format.
Completion date is on-going.
Verification, reports on file.

Activity 3. Submit budgetary items for Board approval as budget
process develops.
Completion date is during preparation.
Verification, Board of Education minutes.

Activity 4. Review preliminary budget figures with Deputy
Superintendent and Administrative Council.
Completion date is the first week (Monday) of
April.
Verification is documentation of preliminary budget
on file.

14



Activity 5. Present preliminary budget figures for Board of
Education review.
Completion date is the second week (Wednesday) of
April.
Verification is Board of Education minutes.

Activity 6. Modify budget as per Board decisions.
Completion date is the third week (Friday) of
April.
Verification is documented modifications on file.

Activity 7. Submit budget modified to Board of Education
Budget Committee.
Completion date is the fourth week (Friday) of
June.
Verification is minutes on file.

Activity 8. Submit budget recommendation to Board for final
approval.
Completion date is the second week (Friday) of
July.
Verification is Board minutes on file.

Activity 9. Printing of budget document for Fiscal Control
Board meeting presentation.
Completion date is the second week (Friday) of
August.
Verification is document on file.

Activity 10. Submit final budget to Board of Education for
review and action.
Completion date is the next Board meeting.
Verification is document on file.

Task 2. Supervise the administration of the budget.
Activity 1. Meet with appropriate administrators to review and
discuss budget implementation.

Completion date is as needed.
Verification is document on file.

Performance responsibility 3. To supervise the operation of the district's

instructional programs.
Task 1. Supervise the operation of the instructional program.
Activity 1. Review reports in instructional programs from
Assistant Superintendent of Instruction.
Completion date is monthly.
Verification is document on file.

Activity 2. Meet with Curriculum Council to discuss instructional
programs.
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Completion date is the first Thursday each month.
Verification is minutes of meeting on file.

Activity 3. Apprise the Board of status of instructional pro-
grams in schools.
Completion date is monthly.
Verification is Board minutes on file.

Activity 4. Submit to Board instructional program modifications.
Completion date is the first week (Monday) of
March.

Verification is Board minutes on file.

Performance responsibility 4. To supervise the administration of a

communication program designed to adequately inform the public of the

school system.

Task 1. Supervise the total communication programs of the school district.

Activity 1. Meet with Administrative Council to discuss school
district communications program.
Completion date is the third week (Wednesday) of
August.
Verification is meeting minutes on file.

Activity 2. Identify all school district public communications
programs and schedule dates for release.
Completion date is the third week (Wednesday) in
August.

Verification is meeting minutes on file.

Activity 3. Conduct conferences with professional and lay

groups for dialogue on school district policies
and programs.

Completion date is periodically and as requested.
Verification is meeting minutes on file.

Performance responsibility 5. To advise, make recommendations to and carry

out the policies of the Board of Education pertaining to the progress and
condition of the educational program.
Task 1. Advise, recommend and execute all Board policies.

Activity 1. Meet with appropriate administrative personnel to
discuss changes in Board policy for purposes of
effective implementation.

Completion date is the second week (Wednesday) in
May.
Verification is meeting minutes on file.

16



Activity 2. Attend all Board meetings.
Completion date is as scheduled.
Verification is meeting minutes on file.

Activity 3. Submit annual report to Board on the "state of
the school district".
Completion date is the first week (Wednesday) in
July.
Verification is report on file.

Performance responsibility 6. To supervise the operation of the district's

support services program.

Task 1. Supervise support services programs (transportation, food services,
: maintenance, etc.)

Activity 1. Meet with Deputy Superintendent of Administrative
Services for review of school district support
services programs.

Completion date is the first week (Monday) in
July.
Verfication is meeting minutes on file.

Activity 2. Review supportive services reports.
Completion date is monthly.
Verification is report on file.

Activity 3. Submit supportive services recommendations to Board
for review and approval.
Completion date is the first week (Monday) in
February.
Verification is meeting minutes on file.

Performance responsibility 7. To direct staff negotiations with profes-

sional and non-professional personnel.
Task 1. Direct all school district wage and benefit negotiations.

Activity 1. Direct Deputy Superintendent to collect pertinent
data for negotiations purposes.
Completion date is the first week (Friday) in
December.
Verification is data on file.

Activity 2. Review negotiation data with Deputy Superintendent
and other appropriate personnel.
Completion date is the second week (Friday) in
December.
Verification is meeting minutes on file.

17



Activity 3.

Activity 4.

Activity 5.

Activity 6.

Prepare position papers on potential negotiable items.
Completion date is the second week (Friday) in
January.

Verification is report on file.

Present position papers to Board.
Completion date is third week (Monday) in January.
Verification is meeting minutes on file.

Identify initial negotiation meeting dates with
appropriate groups.

Completion date is the first week (Friday) in
January.

Verification is schedule on file.

Recommend approval of negotiated agreements to
Board of Education.

Completion date is upon completion of negotiation.
Verification is document on file.

Performance responsibility 8. Develop plans to comply with state and

federal laws on educational programs.

Task 1.

Develop plans to comply with state and federal laws on educational

programs.

Activity 1.

Activity 2.

Activity 3.

Activity 4.

Review state and federal laws governing educational
requirements.

Completion date is the first week (Monday) in

July.

Verification is State/Federal laws on file.

Review school district compliance with state and
federal laws in regard to educational programs.
Completion date is the second week (Friday) in
July.

Verification is report on file.

Discuss with appropriate school district personnel
implications of state and federal laws and solicit
suggestions to effectively comply with state and
federal laws.

Completion date is the first week (Monday) in
September.

Verification is meeting minutes on file.

Apprise the Board of proposed plans for compliance
with state and federal laws,

Completion date is the first week (Wednesday) in
October.

Verification is meeting minutes on file.

18



Activity 5. Submit to Board recommendations on final plans for
compliance with state and federal laws.
Completion date is the first week (Monday) in
December.
Verification is meeting minutes on file.

Activity 6. Prepare all annual Department of Public Instruction
reports.

Completion date is as required.
Verification is reports on file.

Performance responsibility 9. To promote intellectual and professional

growth of all personnel for the enhancement of effective educational pro-

grams .

Task 1. Promote intellectual and professional growth of all personnel.

Activity 1. Plan inservice training seminars and workshops for
understanding of MBO principles and concepts.
Completion date is on-going.
Verification is attendance records.

Activity 2. Attend state and national conferences on current
educational topics.
Completion date is as scheduled.
Verification is travel records.

Performance responsibility 10. Perform other duties that are self-initiated

or that may be assigned by the Board.

Task 1. Develop approaches and procedures aimed at increased effectiveness

and utilization of resources for administrative and instructional
programs.

Activity 1. Develop a MBO program for all administrators.
. Completion date is the fourth week (Friday) in June.
Verification is document on file.

Activity 2. Submit MBO model to Board of Education for information
purposes.
Completion date is the first week (Friday) in June.
Verification is document on file.

Deputy Superintendent of Administrative Services

Performance Respensibility 1. To supervise all non-instructional staff.

19



Task 1. To supervise all non-instructional staff.

Activity 1. Conduct briefings with 1ead men pertaining to cus-
todial and maintenance operations.
Completion date is daily at 8:00 a.m.
Verification is daily agenda on file.

Activity 2. Conduct on-site inspections.
Completion date is the fifteenth of each month.
Verification is in inspection reports on file.

Activity 3. Review written custodial evaluations from building
principals.
Completion dates are January 15, and May 15.
Verification is in reports on file.

Activity 4. Conduct meetings with Food Service Manager on staff
supervision.
Completion date is the first Tuesday of each month.
Verification is in reports on file.

Activity 5. Conduct meetings with lead men on custodial/mainten-
ance supervision.
Completion date is the second Tuesday each month.
Verification is in reports on file.

Activity 6. Schedule supervisory sessions with district accountant.
Completion date is the third Tuesday of each month.
Verification is in reports on file.

Activity 7. Schedule supervisory sessions with plumbing, elec-
trical and heating supervisor.
Completion date is the fourth Tuesday each month.
Verification is in reports on file.

Activity 8. Schedule supervisory sessions with supervisor of
buildings, grounds, and rolling stock.
Completion date is the fourth Tuesday of each month.
Verification is in reports on file.

Activity 9. Request all evaluation on non-instructional personnel.

Completion date is the first week in March.
Verification is in reports on file.

Performance responsibility 2. To supervise the management of the transpor-

tation system of the school district.

Task 1. To supervise the management of the transportation system of the
school district.

20



Activity

Activity

Activity

Activity

Activity

Activity

Activity

Activity

Activity

Request from building principals names and addresses
of all students new to the district.

Completion date is the second week (Friday) in July.
Verification is in report on file.

Review, revise, and plan all bus routing in the
district with bus contractors, building principals,
district bus dispatcher and special teachers.
Completion date is the second week (Friday) in
August.

Verification is in the report on file.

Revise district transportation handbook for contractors,
operators, students and parents.

Completion date is the second week (Friday) in

August.

Verification is the handbook printed.

Issue Code of Conduct to all contractors, operators,
and students.

Completion date is the first week (Friday) in
September.

Verification is in printed version on file.

Complete all district and state required motor
vehicle reports.

Completion date is as required by Agency.
Verification is in reports on file.

Substantiate all fuel estimates and pay all fuel
bills for contractors.

Completion date is as required.

Verification is in reports on file.

Arrange to provide transportation on request for
all approved extra-curricular activity, and after
school hours sponsored programs.

Completion date is as requested.

Verification is requisitions on file.

Maintain daily communication with all bus drivers and
contractors via radio and telephone for the purpose
of discussing problems pertaining to transportation.
Completion date is daily.

Verification is recorded in radio log.

Inspect and verify all routes and mileage records
submitted by contractors via utilization of district
radio dispatcher.

Completion date is the second week (Friday) in
January.

Verification is in report on file.
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Activity 10.

Activity 11.

Activity 12.

Activity 13.

Conduct bus contractor negotiations for unit and
mileage payment rates,

Completion date is as directed by Superintendent.
Verification is reports on file.

Request from contractors a vehicle model inventory
to insure compliance with Board vehicle replacement
policy.

Completion date is the second week (Friday) in
April.

Verification is inventory on file.

Schedule in-service meeting with all new bus drivers
and all contractors. Review district policy and
operational handbook.

Completion date is the first week (Monday) in
September.

Verification is agenda on file.

Schedule first aid training for all drivers not
meeting first aid certification.

Completion date is the fourth week (Friday) in

October,

Verification is names of participants on file.

Performance responsibility 3. To supervise the management of the school

food services program in accordance with policies set forth by the state

agency and the Board of Education.

Task 1. To supervise the management of the school food services program
in accordance with policies set forth by the state agency and the
Board of Education.

Activity 1.

Activity 2.

Activity 3.

Activity 4.

Review with Food Service Manager all budgeting needs
for the up-coming school year.

Completion date is the fourth week (Friday) of
March.

Verification is preliminary budget submitted.

Request from Food Service Manager a report on inventory
and purchasing operations relative to food service pro-
gram.

Apply for participation in the state and federal
school lunch and milk programs.

Completion date is the fourth (Friday) in July.
Verification is application on file.

Review and approve such applications for: reduced
price meals, free meals, free milk.

Completion date is as received.

Verification is copy on file.
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Activity 5.

Activity 6.

Activity 7.

Activity 8.

Monitor the district food service program.
Completion date is daily.

Prepare specifications and bid all yearly milk and
meat needs.

Completion date is the first week (Monday) in
August.

Verification is copy of specifications on file.

Final selection and hiring of all food service
personnel.

Completion date is as needed.

Verification is employment letter on file.

Make random observations of all food service
activities.

Completion date is monthly visit to schools.
Verification is visitation record.

Performance responsibility 4. To supervise the accounting and reporting

procedures related to the financial operations of the school district.

Task 1.

Task 2.

Task 3.

Review and submit recommended changes in business procedures.

Activity 1.

Activity 2.

Solicit recommended procedural changes from the
district accountant.

Completion date is the second week (Monday) in June.
Verification is report on file.

Review the submitted procedural changes and submit
recommendations to Superintendent.

Completion date is the first week (Monday) in July.
Verification is report to Superintendent.

Supervise the financial accounting system for the school district.

Activity 1.

Expedite the preparation and submission of all
necessary financial reports.

Completion date is the first Wednesday monthly.
Verification is reports to Superintendent.

Verify'a11 accounts payable.

Activity 1.

Review all vouchers payable.
Completion date is the first Wednesday monthly.
Verification is approved voucher listing.

Performance responsibility 5. To supervise the maintenance and construction

of the school district.

Task 1.

To supervise the school district maintenance program.
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Activity 1. Conduct random observations of the maintenance and
preventive maintenance program activities.
Completion date is daily.
Verification is scheduled maintenance agendas.

Activity 2. Schedule and expedite entire summer major maintenance
program for all district buildings.
Completion date is the fourth week (Friday) in
August.
Verification is scheduled activities completed.

Task 2. Supervise all construction or renovation.

Activity 1. Approve and submit final recommended plans and spec-
ifications to Superintendent.
Completion date is as required.
Verification is report on file.

Activity 2. Authorize construction and remodeling bids to be
released.
Completion date is after Superintendent's approval.
Verification is specifications on file.

Activity 3. Supervise and inspect construction and remodeling
activities.
Completion date is throughout construction/remodeling
period.
Verification is final payment and acceptance.

Performance responsibility 6. To develop and manage the district's

insurance program.
Task 1. Review the district's insurance, fire, theft, liability.
Activity 1. Confer and secure advisement via insurance consultants.
Completion date is the first week (Friday) in
February.
Verification is report submitted to Superintendent.

Task 2. Process insurance claims and bills.
Activity 1. Review and process through insurance consultants.

Completion date is as required.
Verification is on file.

Performance responsibility 7. To supervise the preparation and operation

of the district's budget activities.

Task 1. To supervise the preparation of the district's budget activities.
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Activity 1. Review and submit budget forms to Superintendent.
Make any changes.
Completion date is the second week (Wednesday) of
December.
Verification is revised forms on file.

Activity 2. Prepare budget books and procedure for all schools,
supervisors, and special areas.
Completion date is the third week (Wednesday) in
January.
Verification is books and procedure ready.

Activity 3. Schedule orientation meeting with all principals,
supervisors, and secretarial staff.
Completion date is the first week (Wednesday) in
February.
Verification is meeting procedure on file.

Activity 4. Request completion of all special budget categories.
Completion date is the first week (Wednesday) in
April.
Verification is budgets received.

Activity 5. Submit proposed buildings and grounds, maintenance
and repair, and all remodeling proposals to Super-
intendent.

Completion date is the fourth week (Thursday) in
April.
Verification is report on file.

Activity 6. Submit proposed equipment needs to Superintendent.
Completion date is the fourth week (Thursday) in
April.
Verification is report on file.

Activity 7. Process textbook orders.
Completion date is the first week in May.
Verification is requisitions logged.

Activity 8. Submit first preliminary budget draft to Superintendent
' for review and modification. ,
Completion date is the first week (Thursday) in May.
Verification is report on file.

Activity 9. Submit budgetary needs to Board.
Completion date is the first Board meeting in May.
Verification is report on file.

Activity 10. In concert with Superintendent, prepare final budget.

Completion date is July 1.
Verification is Budget on file.
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Activity 11. Submit final budget to Board subcommittee.
Completion date is the second week (Wednesday) in
July.
Verification is report on file.

Activity 12. In concert with Superintendent, review final budget
with Board for approval and presentation to Fiscal
Control Board.
Completion date is the third week (Wednesday) in
July.
Verification is budget on file.

Activity 13. Schedule final budget approval with Fiscal Control
Board.
Completion date is the second week (Wednesday) in
October.
Verification is approved.

Performance responsibility 8. To coordinate building use schedules which

permit maximum community use of school facilities.

Task 1.

To coordinate building use schedules which permit maximum community
use of school facilities.

Activity 1. Schedule and keep records of activities conducted
after school hours and weekends in or on district
facility.

Completion date is as required and available.
Verification is record on file.

Activity 2. Coordinate community activities with city recreation
department.
Completion date is as requested and availability
of facilities.
Verification is record on file.

Activity 3. Notify building principal and custodial staff of
events scheduled in appropriate building.
Completion date is as required.
Verification is notification on file.

Performance responsibility 9. To supervise the bidding and purchasing

activities of the district including supplies, equipment, and services.

Task 1.

To supervise the bidding and purchasing activities of the district
including supplies and equipment and services.

Activity 1. Review all bids for purchase. Make recommendation to
Superintendent.
Completion date is during budget formulation.

Verification is bid on file and letter of acceptance
or rejection.
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Activity 2.

Activity 3.

Sign and execute all purchase orders.
Completion date is as required.
Verification is purchase order log.

Supervise and cause to be logged by account number
and building all purchase orders.

Completion date is as forwarded to this office.
Verification is purchase order log.

Performance responsibility 10. To perform other duties that may be self-

initiated or assigned by the Superintendent.

Assistant Superintendent of Instruction

Performance responsibility 1. Assist the development, implementation, and

evaluation of the curricula.

Task 1.

Assist in the development of the curricula.

Activity 1.

Activity 2.

Activity 3.

Activity 4.

Activity 5.

Activity 6.

Meet with Superintendent to discuss Curriculum
Development Committee activities.

Completion date is the first week in October.
Verification is notes of meeting.

Request names of staff from appropriate administors
to be on Curriculum Development Committee.
Completion date is the third week of October.
Verification is names of Committee members submitted
to Superintendent.

Meet with members of Committee to explain their
duties and responsibilities and projected completion
date of their assignment.

Completion date is the fourth week in October.
Verification is copy of agenda on file.

Monitor the work of Curriculum Development Committees
through attendance at meetings with Committee chairmen.
Completion date is November to February.
Verification is log on file.

Meet with Superintendent to discuss curriculum
proposals.

Completion date is the second week in February.
Verification is suggestions on file.

Submit to Curriculum Council final proposals for
adoption.
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Completion date is the second week (Monday)

of March.

Verification is copies of proposals submitted to
Curriculum Council.

Activity 7. Assist Superintendent in presenting Curriculum
proposals to Board of Education.
Completion date is the third week in March.
Verification is Board of Education agenda.

Task 3. Assist in the evaluation of the Curriculum.
Activity 1. Conduct meeting with appropriate administrators to
discuss plans and instruments to evaluate the program.

Completion date is the second week in April.
Verification is agenda on file.

Performance responsibility 2. Assist in the supervision and evaluation of

the instructional staff, Junior High Principal, Senior High Principal,

Elementary Coordinator, Director of Special Education, and Director of
Audio-Visual Program.

Task 1. Assist in the supervision and evaluation of instructional staff.

Activity 1. Meet with appropriate administrators and make plans
to help them in the supervision and evaluation of staff.
Completion date is the last week in September.
Verification is a copy of results of meeting submitted
to Superintendent.

Activity 2. Conduct conferences and observations on staff being
evaluated by the principal.
Completion date is as requested by principal.
Verification is record of visitation.

Task 2. Assist in supervision and evaluation of Junior High Principal,
Senior High Principal, Director of Elementary Education, and
Director of Special Education.

Activity 1. Meet with Senior High School Principal, Junior High
School Principal, Director of Elementary Education, and
Director of Special Education to help them write their
Performance Responsibilities and Task Analysis.
Completion date is the third week in September.
Verification is report filed.

Activity 2. Evaluate the performance of the High School Prin-
cipal, Junior High School Principal, Director of
Special Education and submit same to Superintendent.
Completion date is the third week in January.
Verification is evaluation reports on file.
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Performance responsibility 3. Assist in the screening, recruitment, and

appointment of instructional staff.

Task 1.

Task 2.

Assist in the screening and recruitment of candidates for appoint-

ment.

Activity 1.

Activity 2.

Activity 3.

Activity 4.

Activity 5.

Activity 6.

Activity 7.

Assistant Superintendent of Instruction's office, upon
official confirmation of teacher vacancies, will not-
ify teacher placement offices of vacancies in the
Merrill Area Public Schools.

Completion date is as notified.

Verification is notification record on file.

Answer letters of inquiry with respect to all
vacancies.

Completion date is as required.

Verification is copies of letters on file.

Establish preliminary screening and interview
schedule and request credentials for all candidates
on interview schedule.

Completion date is as applications are received.
Verification is interview schedule on file.

Conduct preliminary interviews of all candidates.
Completion date is as candidates are received.
Verification is documented record on file.

Submit 1ist of candidates to principals or Director
of Elementary Education.

Completion date is after preliminary interviews.
Verification is candidate list on file.

Review recommendations from principals and Directors.
Verification is record of approval/disapproval.

Submit recommendations to Superintendent.
Verification is recommendations on file.

Assist in the appointment of all candidates.

Activity 1.

Prepare appointment recommendation for the Super-
intendent.

Completion date is as approved.

Verification is document on file.

Performance responsibility 4. Assist in the formulation of the instructional

budget for the elementary and secondary schools.

Task 1.

Assist in the formulation of instructional budget.
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Actiyity 1. Attend Deputy Superintendent of Administrative
Services' meeting on budget.

Activity 2. Meet with Director of Elementary Education, Sec-
ondary Principals, Audio-Visual Director, and
Director of Special Education to discuss coord-
ination procedure of budget formulation with
Assistant Superintendent of Instruction's office.
Completion date is two days after Deputy
Superintendent of Administrative Services'
meeting.

Activity 3. Meet with Director of Elementary Education, Sec-
ondary Principals, Audio-Visual Director, and
Director of Special Education to review final
budget prior to presentation to Deputy Superintendent
of Administrative Services and Superintendent.

Activity 4. Meet with Director of Administrative Services and
Superintendent to review and approve final budget.

Performance responsibility 5. Assist in the formulation and implementation

of in-service program for the instructional staff.

Task 1.

Assist in the formulation and implementation of in-service programs
for the instructional staff.

Activity 1. Meet with Superintendent to discuss following year's
district-wide in-service program. '
Completion date is the second week of May.
Verification is notes of meeting.

Activity 2. Meet with Director of Elementary Education and
Building Principals to discuss district-wide in-
service programs and implementation plans for the
following year.

Activity 3. Submit specific plan to Superintendent for implemen-
tation of district-wide in-service program.
Completion date is the fourth week of May.
Verification is copy of plan on file.

Performance responsibility 6. Serve as Chairman of an appointed and faculty-

selected Curriculum Council that serves as a forum and advisory group.

Task 1.

Serve as Chairman of Curriculum Council.

Activity 1. Prepare agenda and conduct meetings of the Curric-
ulum Council.
Completion date is the first Thursday each month.
Verification is copy of minutes on file.
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Task 2.

Activity 2.

Activity 3.

Activity 4.

Meet with new members and student representatives
to discuss their roles and responsibilities.
Completion date is one week prior to the first
meeting of Council.

Make arrangements with Committee Chairmen to present
Curriculum proposal and textbook selection to the
Council.

Completion date is the first week (Monday) of March.
Verification is copies of proposal on file.

Meet with Superintendent to discuss implication and
approval of proposal.

Completion date is the first week (Friday) of March.
Verification is copies of proposal on file.

Serve as Chairman of Curriculum Council.

Activity 1.

Activity 2.

Meet with all Committee Chairmen to discuss requests
for summer curriculum development projects.
Completion date is the second week (Monday) of
February.

Verification is reports on file.

Supervise all summer curriculum development projects
and submit final reports to Superintendent and
Curriculum Council.

Completion date is the second week (Friday) in
August.

Verification is reports on file.

Performance responsibility 7. Recommend adoption of new instructional

materials, methods, and programs.

Task 1.

Recommend adoption of new instructional materials, methods, and

programs.

Activity 1.

Activity 2.

Meet with Elementary Coordinator, Secondary Principals,
and Director of Special Education to discuss adoption
of new instructional materials, methods, and programs.
Completion date is the third week (Fr1day) in March.
Verification is reports on file.

Request from said personnel specific plans from each
area to carry out new instructional materials,

methods, and programs.

Completion date is the second week (Wednesday) in May.
Verification is reports on file.

Performance responsibility 8. Assist in the coordination and implementation

of programs reguiring support from the federal government.
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Task 1. Assist in the coordination and implementation of federally
supported programs.

Activity 1. Meet with Senior High Principal, Junior High Prin-
cipal, Director of Elementary Education, Audio-
Visual Director, and Director of Special Education to
coordinate the writing of proposals requiring federal
monies.
Completion date is in accordance with dates specified
by each program.
Verification is reports on file.

Activity 2. Request from said personnel final copies of the
preposal and plans for implementation and evaluation
of federal programs.

Completion date is as dictated by the program.
Verification is proposals on file.

Task 2. Assist in the coordination of Headstart Program.

Activity 1. Meet with members of the Headstart Parents Advisory
Council to discuss program for the next year.
Completion date is the third week (Wednesday) of
October.
Verification is agenda on file.

Activity 2. Meet with Superintendent to discuss Headstart
proposal for Board Approval.
Completion date is the third week (Friday) in October.
Verification is report on file.

Activity 3. Submit Headstart Program proposal for 1975 to Region
V, Chicago, I1linois.
Completion date is upon local approval of proposal.
Verification is copy of proposal on file.

Activity 4. Inform community of Headstart Program and distribute
applicant forms for participants.
Completion date is upon federal approval of proposal.

Activity 5. Submit Headstart audit reports to Chicago office.
Completion date is quarterly basis as dictated by
Region V.
Verification is copies of report on file.

Performance responsibility 9. Coordinate and supervise summer school program.

Task 1. Coordinate and supervise summer school program.

Activity 1. Meet with Director of Elementary Education, Secondary
School Principals, and Director of Special Education
to discuss plans for summer school programs.
Completion date is the second week (Friday) in March.
Verification is agenda of meeting on file.
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Activity 2. Submit to Superintendent for Board approval plans for
summer school.
Completion date is the third week (Friday) in March.
Verification is report on file.

Activity 3. Submit to Department of Public Instruction summer
school plans.
Completion date is the second week (Friday) in April.
Verification is copy on file.

Activity 4. Submit a written report to Superintendent on the
summer school program.
Completion date is one week after completion of the
program.
Verification is report filed in Superintendent's
office.

Performance responsibility 10. To perform other duties that may be self-

initiated or assigned.

Director of Special Education

Performance responsibility 1. To direct procedures for identification,

placement, transfer, and termination of students with exceptional educa-
tional needs (EEN) in special education programs.
Task 1. Identification of students with EEN.

Activity 1. Review, record, and assign student referrals for
evaluation.
Completion date is as referred.
Verification is copy on file.

Activity 2. Establish and maintain student identification records.
Completion date is within 20 days of referral.
Verification is copy on file.

Activity 3. Complete Annual Report - Handicapped Children -
Department of Public Instruction.
Completion is December 1.
Verification is copy on file.

Activity 4. Provide forms for reports and criterion for refer-
rals related to pre-school screening.
Completion date is the first Monday in May.
Verification is reports on file.

Task 2. Placement-transfer-termination of students with EEN.

33



Activity 1.

Activity 2.

Activity 3.

Activity 4.

Initial orientation of staff.
Completion date is the first week in September.
Verification is copies of forms distributed.

Report student assignment to Department of Public
Instruction.

Completion date is as required.

Verification is copy on file.

Establish and maintain student placement records.
Completion date is.as required.
Verification is copy on file.

Submit Annual Enrollment Form to Department of
Public Instruction.

Completion date is the first week in October.
Verification is copy on file.

Performance responsibility 2. To implement pre-service and in-service

training for teachers of the program.

Task 1.

Task 2.

Conduct pre-service andin-service planning.

Activity 1.

Activity 2.

Meet with Assistant Superintendent of Instruction
to discuss in-service program for Learning Dis-
abilities staff.

Completion date is the first week in August.
Verification is meeting date recorded.

Meet with Assistant Superintendent of Instruction,
secondary principals, elementary principals, and
guidance personnel to outline requirements of Chapter
89.

Completion date is the fourth week in August.
Verification is meeting date recorded.

Conduct pre-service and in-service training.

Activity 1.

Activity 2.

Conduct in-service workshop for teachers of learning
disabilities, speech clinicians, psychologists, and
elementary guidance personnel.

Completion date is the third week in August.
Verification is agenda on file.

Conduct pre-service program for regular teachers of
Learning Disability Program. Conduct in-service pro-
gram for regular teachers regarding special education
screening, referral, and placement procedures.
Completion date is as required.

Verification meeting dates recorded.



Performance responsibility 3. To develop budget recommendations and provide

expenditure control on established budgets for special education.

Task 1. Budget preparation of all special education programs.

Activity 1.

Activity 2.

Activity 3.

Review preliminary school budget.
Completion date is the second week in March.
Verification is budget on file.

Review with Assistant Superintendent of Instruction
final budgets prior to presentation to Deputy Super-
intendent of Administrative Services.

Completion date is the last week in March.
Verification is budget on file.

Submit final budgets to Deputy Superintendent of
Administrative Services.

Completion date is last week in March.
Verification is budget on file.

Task 2. Budget Control: Life Tasks Center, Psychologists, Speech Clin-
ician, and office of Director of Special Education.

Activity 1.

Activity 2.

Activity 3.

Inform Assistant Superintendent of Instruction of
budget review summary.

Completion date is the tenth of each month.
Verification is budget on file.

Compile budget review summary and submit to Deputy
Superintendent of Administrative Service.
Completion date is the tenth of each month.
Verification is summary on file.

Approve purchase orders for uncommitted funds and
submit to Deputy Superintendent of Administrative
Services.

Completion date is as required.

Verification is purchase order on file.

Performance responsibility 4. To evaluate special education programs,

including facilities, curriculum, learning activities, and materials.

Task 1. Prepare all handicapped reports for the Department of Public

Instruction.

Activity 1.

Prepare and submit enrollment reports to Department
of Public Instruction. ‘

Completion date is the first week in October.
Verification is report on file.
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Task 2.

Activity 2.

Activity 3.

Prepare and submit Homebound Instruction Enrollment
Report to Department of Public Instruction.
Completion date is the third week in November.
Verification is report on file.

Inform Assistant Superintendent of Instruction of all
handicapped reports submitted to the Department of
Public Instruction.

Completion date is as required.

Verification is reports on file.

Prepare financial reports.

Activity 1.

Activity 2.

Prepare and submit Annual Financial Report for each
of the Exceptional Education Areas to the Department
of Public Instruction.

Completion date is the third week in July.
Verification is reports on file.

Inform Assistant Superintendent of Instruction of
all financial reports submitted to Department of
Public Instruction.

Completion date is the third week in Ju]y
Verification is reports on file.

Performance responsibility 5. To conduct planning and curriculum develop-

ment activities, including the development of the comprehensive school

district plan.

Task 1.

Task 2.

Determine need for special program.

Activity 1.

Activity 2.

Determine needs through use of national handicapped
incidence figures and actual MAPS census reports.
Completion date is the first week in August.
Verification is report on file.

Discuss needs with Assistant Superintendent of
Instruction.

Completion date is the first week in August.
Verification is report on file.

Prepare State Department Plans.

Activity 1.

Prepare and submit Annual Plan of Service for each
of the Exceptional Educational areas to the Depart-
ment of Pubiic Instruction.

Completion date is the first week in August.
Verification is plan on file.
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Task 3.

Activity 2.

Discuss with Assistant Superintendent of Instruction,
Director of Elementary Education, and secondary
principals the plan for special education,

Completion date is the second week in August.
Verification is meeting date recorded.

Develop district handbook for special education services.

Activity 1.

Activity 2.

Activity 3.

Assemble district documents relating to special
education.

Completion date is the third week in January.
Verification is documents on file.

Secure staff for one week summer session.
Completion date is the first week in May.
Verification is contracts on file.

Supervise the development of a district handbook.
Completion date is the first week in July.
Verification is handbook on file.

Performance responsibility 6. To propose, direct and evaluate Title VI

federal programs.

Task 1.

Task 2.

Develop proposal for the Title VI project.

Activity 1.

Activity 2.

Activity 3.

Direct Title

Activity 1.

Activity 2.

Submit Letter of Intent to Superintendent for new
Title VI projects.

Completion date is the third week in November.
Verification is letter on file.

Submit Final Project Proposal to Superintendent and
Assistant Superintendent of Instruction.

Completion date is the first week in April.
Verification is proposal on file.

Submit Final Project Proposal to Department of Public
Instruction.

Completion date is the third week in April.
Verification is proposal on file.

VI projects.

Submit financial reports to Department of Public
Instruction.

Completion date is as required.

Verification is report on file.

Supervise program as outlined in project abstract.

Completion date is as required.
Verification is report on file.
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Activity 3. Meet with advisory committee.
Completion date is December 1, and March 1.
Verification is meeting date recorded.

Task 3. Evaluate Title VI projects.

Activity 1. Submit Final Financial Claim to Department of Public
Instruction.
Completion date is the first week in July.
Verification is claim on file.

Activity 2. Submit End-of-Project Evaluative Report to Superin-
tendent.
Completion date is the third week in August.
Verification is report on file.

Activity 3. Submit Inventory and Annual Report to Superintendent.

Completion date is the third week in August.
Verification is report on file.

Performance responsibility 7. To assist in recruitment, selection, place-

ment and evaluation of special education program staff.
Task 1. Select new special education personnel.

Activity 1. Provide assistance in recruitment selection, and
placement of special education staff.
Completion date is as positions arise.
Verification is documented record on file.

Task 2. Supervise special education staff.

Activity 1. Conduct meetings of special education staff.
Completion date is monthly.
Verification is meeting date recorded.

Activity 2. Conduct individual teacher conferences.
Completion date is as required.
Verification is meeting date recorded.

Activity 3. Conduct classroom visitations.
Completion date is at least once weekly.
Verification is visitation dates recorded.

Activity 4. Conduct special education personnel evaluations.

Completion date is the first week in February.
Verification is evaluation on file.

Performance responsibility 8. To assist in the development and supervision

of special education summer programs.
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Task 1.

Task 2.

Plan handicapped summer program.

Activity 1.

Activity 2.

Meet with School Forest Director, Director of Elemen-
tary Education, Assistant Superintendent of Instruction,
and special teachers to outline summer program at

school forest.

Completion date is the fourth week in September.
Verification is meeting date recorded.

Meet with Assistant Superintendent of Instruction,
Elementary Coordinator, and Life Task teachers to
outline summer program at Life Task Center.
Completion date is the fourth week in September.
Verification is plan on file.

Plan handicapped summer school reports.

Activity 1.

Prepare and submit Summer School Financial report to
Department of Public Instruction.

Completion date is the first week in August.
Verification is reports on file.

Performance responsibility 9. To develop communication channels for the

interface between special and regular education, parents, community and

liaison with other agencies.

Task 1.

Task 2.

Task 3.

Interface between special and regular education.

Activity 1.

Activity 2.

Attend general staff and principals' meetings.
Completion date is as called.
Verification is agenda on file.

Conduct joint in-service sessions for special and
reqular teachers.

Completion dates are August 19, and 27.
Verification is agenda on file.

Interface between school and parents.

Activity 1.

Activity 2.

Attend parent conferences.
Completion date is as required.
Verification is meeting dates recorded.

Participate as a member of parent organizations.
Completion date is continuously.
Verification is membership fee paid.

Interface between school and community.
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Task 4.

Activity 1.

Activity 2.

Prepare articles for school newsletter.
Completion date is as required.
Verification is articles printed.

Prepare programs for local radio station.
Completion date is as required.
Verification is programs aired.

Interface between school and community agencies.

Activity 1.

Attend meetings and conferences.
Completion date is as called.
Verification is meeting dates recorded.

Performance responsibility 10. To perform other duties that are self-

initiated or that may be assigned.

High School Principal

Performance responsibility 1. To manage the in-service Teacher Education

Program activities in the building.

Task 1.

Establish an In-service Program for the staff.

Activity 1.

Activity 2.

Activity 3.

Activity 4.

Plan for in-service with the Assistant Superintendent
of Instruction.

Completion date is the second week in October.
Verification is copy of results to be filed.

Meet with Department Chairmen to plan.
Completion date is the fourth week in October.
Verification is meeting recorded.

Meet with the enti