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ADMINISTRATIVE GUIDELINE

Title:  Role of the Supervisory Officer
     Effective Date:  June 1, 2000     


Responsibility:  Director of Education

1.0 The Role of the Supervisory Officer is designated to define the:

a) Image of the Exemplary Supervisory Officer

b) Overall Expectations for an Exemplary Supervisory Officer

c) Exemplary Standards related to the Overall Expectations for an Exemplary Supervisory Officer

d) Performance Indicators defining the Exemplary Standards

It is intended that this document will be used to:

a) recognize and encourage best practice;

b) provide a framework that will encourage Supervisory Officers to be reflective and assess their own personal professional growth and set goals for the same;

c) identify educational leadership roles that will have a positive impact on the system and on student learning;

d) provide a consistent, fair and equitable performance appraisal process for Supervisory Officers that recognizes their contribution to the district school board and recognize flexibility of knowledge and skills.

A. Image of the Exemplary Supervisory Officer
Leadership
A Supervisory Officer is expected to provide strong leadership for the system and at all times conscientiously make a positive impact on students, and the school community on behalf of the Board.  The Supervisory Officer is committed to modeling cooperation and ensuring staff work collaboratively to achieve the goals of the system.  The Supervisory Officer is a proven leader in curriculum, instruction / business services and consistent maintains a clear sense of direction.

Communication

The Supervisory Officer is an open, honest communicator that consistently and in a timely manner, shares information with the appropriate staff and school communities.  The Supervisory Officers is a skilled presenter, and active listener. She/he is able to clearly, concisely and thoroughly write reports that reflect critical information and well thought out recommendations.

Management

The Supervisory Officer effectively manages human, physical and financial resources.  S/he is an effective problem solver and decision-maker, involving people in decisions which affect them.  S/he is adept at critical thinking, highly organized, able to effectively prioritize efforts and responsive to a time sensitive environment. S/he is an effective change agent and engenders this in others.

Demonstration of Outcomes

The Supervisory Officer has a clear sense of direction founded on the expectations of the Board and is committed to ensuring the demonstration of targeted outcomes is achieved. S/he is creative and innovative in their approach to ensure success and is able to articulate indicators of this success.

Relationships
The Supervisory Officer has excellent human relations skills and constantly works at developing an atmosphere of trust and mutual respect with staff, parents, colleagues and trustees.  S/he is effective at conflict resolution and consistently works to achieve a positive learning and working climate.  A Supervisory Officer actively promotes the growth and development of staff and is an effective role model that participates in personal professional development activities.  S/he recognizes and acknowledges staff efforts and successes.

Personal Attributes

A Supervisory Officer is energetic, enthusiastic, positive and proactive.  S/he has a mature outlook, is a team player, treats others with dignity and respect at all times, always approaches issues with a Near North perspective which acknowledges diversity and political sensitivity.

B. Overall Expectations


Exemplary Standards and Performance Indicators for an Exemplary Supervisory Officer

	1.  Leadership
	Provides strong leadership for the system and at all times conscientiously works towards making a positive impact on students and the school community on behalf of the Board.
	
Leadership

1.1 Works diligently to make a positive impact on students and the school community.

1.2 Models cooperation and ensures staff work collaboratively to achieve system goals.

1.3 Develop effective work groups.

1.4 Exhibits clear support for public education.

1.5 Is an effective curriculum leader / business services.

1.6 Initiates processes and procedures to address observed weaknesses or deficiencies in the curriculum / business area.

	2.  Communication
	Consistently exhibits open, honest and timely two-way communication with all stakeholders.
	Communication

2.1Presents ideas clearly.

2.2 Prepares clear, complete and concise reports.

2.3 Makes well thought out recommendations.

2.4 Makes effective presentations.

2.5 Listens and responds effectively.

2.6 Keeps people well informed.

2.7 Is accessible to others.

	3.
Management
	Exhibits high level management skills
	Management

3.1 Effectively manages human, physical and financial resources.

3.2 Makes effective decisions.

3.3 Involves people in decisions which effect them.

3.4 Has a thorough knowledge of responsibilities.

3.5 Accepts responsibility for decisions.

3.6 Is well organized.

3.7 Is able to prioritize.

3.8 Is an effective change agent.

3.9 Is responsive to a time sensitive environment.

	4.
Demonstration of Outcomes
	Establishes a clear sense of direction founded on Board priorities and demonstrates achievement of identified outcomes.
	Demonstration of Outcomes

4.1 Has clearly defined outcomes.

4.2 Has clearly defined ways to measure results.

4.3 Communicates expected outcomes to appropriate staff.

4.4 Demonstrates established outcomes and objectives.

4.5 Is able to identify indicators of success.

4.6 Is creative and innovative in approach.

	5.
Relationships
	Establishes and exhibits positive interpersonal relationships with all stakeholders
	Relationships

5.1Has excellent inter-personal skills.

5.2
Works to achieve a positive climate of trust and mutual respect.

5.3 Provides appropriate assistance to trustees.

5.4 Sets high standards of performance with staff.

5.5 Gains the support of staff.

5.6 Handles conflict situations effectively.

5.7 Promotes growth and development of staff.

5.8 Is an effective role model.

5.9 Recognizes and acknowledges staff efforts and successes.

	6.
Personal Qualities
	Exhibits positive and professional image
	Personal Qualities

6.1 Is energetic, enthusiastic, positive and proactive.

6.2 Is a team player.

6.3 Is creative and takes initiative.

6.4 Projects a professional image.

6.5 Has a mature outlook.

6.6 Treats others with dignity and respect to all times.

6.7 Is courteous and shows genuine concern for staff, peers, trustees and the public.

6.8 Approaches issues with a Near North perspective.

6.9 Acknowledges diversity and political sensitivity.


C. Performance Appraisal

A) Purpose of Performance Appraisal

· To support and foster growth and development towards excellence

· To measure performance in relation to agreed-upon goals

· To ensure competency and productivity

· To ensure efforts are directed at meeting the goals defined by the Board and within the context of the activities undertaken by other supervisory staff

· To identify areas requiring professional development

· To reflect a model of accountability.

B) Process for Performance Review

1. Annually the supervisory officer will develop a set of outcomes to focus their effort on addressing the goals as defined by the Board and other initiatives that support the day-to-day requirements of the system.  The plan will be completed as part of the Annual Board Plan and be submitted to the Director prior to September 1 of each year.

2. The Director will initiate a meeting with the Supervisor Officer to review the plan, seek clarification and make recommendations for further inclusions or deletions.

3. Ongoing dialogue will be maintained through the year through individual meetings, job alike meetings and Executive Council meetings.

4. The Director and the Supervisory Officer will meet to discuss observations and identify target areas for the next school year.

5. The Director and the Supervisory Officer will meet to discuss observations and identify target areas for the next school year.

6. Copies of both forms will be forwarded to the Supervisory Officer and files in the personnel file.

	Area 1:  Leadership


Exemplary Standard:  Provides strong leadership for the system and at all times conscientiously works toward making a positive impact on students and the school community on behalf of the Board.

	Performance Indicators
	Miss
	Meet
	Exceed
	Comments

	1.1 Works diligently to make a positive impact on students and the school community.


	
	
	
	

	12 Models cooperation and ensures staff work collaboratively to achieve system goals.


	
	
	
	

	1.3 Develop effective work groups.


	
	
	
	

	1.4 Exhibits clear support for public education.


	
	
	
	

	1.5 Is an effective curriculum leader / business services.


	
	
	
	

	1.6 Is an effective curriculum leader / business services.

	
	
	
	

	1.7 Initiates processes and procedures to address observed weaknesses or deficiencies in the curriculum / business area.


	
	
	
	


	Area 2:  Communication


Exemplary Standard:  Consistently exhibits open, honest and timely two-way communication with all stakeholders.

	Performance Indicators
	Miss
	Meet
	Exceed
	Comments

	2.1 Presents ideas clearly.


	
	
	
	

	2.2 Prepares clear, complete and concise reports.

	
	
	
	

	2.3
Makes well thought out recommendations.


	
	
	
	

	2.4
Makes effective presentations.


	
	
	
	

	2.5
Listens and responds effectively.

	
	
	
	

	2.6
Keeps people well informed.

	
	
	
	

	2.7
Is accessible to others.

	
	
	
	


	Area 3:  Management


Exemplary Standard:  Exhibits high level management skills.

	Performance Indicators
	Miss
	Meet
	Exceed
	Comments

	3.1 Effectively manages human, physical and financial resources.

	
	
	
	

	3.2
Makes effective decisions.

	
	
	
	

	3.3Involves people in decisions which effect them.

	
	
	
	

	3.4
Has a thorough knowledge of responsibilities.

	
	
	
	

	3.5 Accepts responsibility for decisions.

	
	
	
	

	3.6 Is well organized.

	
	
	
	

	3.7 Is able to prioritize.

	
	
	
	

	3.8 Is an effective change agent.

	
	
	
	

	3.9 Is responsive to a time sensitive environment.

	
	
	
	


	Area 4:  Demonstration of Outcomes


Exemplary Standard: Establishes a clear sense of direction founded on Board priorities and demonstrates achievement of identified outcomes.

	Performance Indicators
	Miss
	Meet
	Exceed
	Comments

	4.1
Has clearly defined outcomes.

	
	
	
	

	4.2Has clearly defined ways to measure results.

	
	
	
	

	4.3 Communicates expected outcomes to appropriate staff.

	
	
	
	

	4.4
Demonstrates established outcomes.

	
	
	
	

	4.5 Is able to identify indicators of success.

	
	
	
	

	4.6
Is creative and innovative in approach.

	
	
	
	


	Area 5:  Relationships


Exemplary Standard:  Establishes and exhibits positive interpersonal relationships with all stakeholders.

	Performance Indicators
	Miss
	Meet
	Exceed
	Comments

	5.1
1Has excellent inter-personal skills.

	
	
	
	

	5.2 Works to achieve a positive climate of trust and mutual respect.

	
	
	
	

	5.3
Provides appropriate assistance to trustees.

	
	
	
	

	5.4
Sets high standards of performance with staff.

	
	
	
	

	5.5
Gains the support of staff.

	
	
	
	

	5.6
Handles conflict situations effectively.

	
	
	
	

	5.7
Promotes growth and development of staff.

	
	
	
	

	5.8
Is an effective role model.

	
	
	
	

	5.9
Recognizes and acknowledges staff efforts and success.

	
	
	
	


	Area 6:  Personal Qualities


Exemplary Standard:  Exhibits positive and professional image.

	Performance Indicators
	Miss
	Meet
	Exceed
	Comments

	6.1
Is energetic, enthusiastic, positive and proactive.

	
	
	
	

	6.2 Is a team player.

	
	
	
	

	6.3
Is creative and takes initiative.

	
	
	
	

	6.4
Projects a professional image.

	
	
	
	

	6.5
Has a mature outlook.

	
	
	
	

	6.6
Treats others with dignity and respect to all times.

	
	
	
	

	6.7
Is courteous and shows genuine concern for staff, peers, trustees and the public.

	
	
	
	

	6.8
Approaches issues with a Near North perspective.

	
	
	
	

	6.9
Acknowledges diversity and political sensitivity.
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	Area 7:  Change Agent


Exemplary Standard:  As a change agent, the Supervisory Officer anticipates and manages change in a manner that will promote positive change in other individuals.

	Performance Indicators
	Miss
	Meet
	Exceed
	Comments

	7.1 Recognizes the demands of the change process.


	
	
	
	

	7.2 Works effectively to counter the barriers to change, while respecting other’s perspectives.


	
	
	
	

	7.3 Continually renews personal knowledge about educational and societal issues.


	
	
	
	

	7.4 Encourages initiative and innovation in staff by showing respect and support for new and different ideas.


	
	
	
	

	7.5 Assists staff to respond positively to challenges.


	
	
	
	
















































































