
Article 2 ADMINISTRATION Policy No. 2110 

 

 
Page 1 of  3 

 

Administrative 

 

Duties of the Superintendent of Schools 

 

1. The superintendent of schools is the chief executive officer of the board of education. The 

Superintendent shall perform such duties as are assigned by the Board and be subject to 

the directions given by the Board. 

 

2. Serves as the educational leader of Douglas County West Community Schools. 

 

3. Administers the school in conformity with the adopted policies of the board of education, 

rules and regulations of the State Department of Education in accordance with state law, and 

all other laws and regulations.  

 

4. Enforces the policies and regulations of the Board of Education, presents 

recommendations for Board policy, makes a continuous study of the development and 

needs of the schools, and prepare reports as appropriate to the Board of Education on the 

condition and development of the schools.   

 

5. Provides long term planning to guide the board in policy development. 

 

6. Makes board of education policies accessible to school board members, school personnel, 

and the general public. 

 

7. Informs the board of education concerning decisions that are made which are not covered in 

board of education policies. 

 

8. Attends all board meetings unless excused at his request, except for those executive sessions 

in which the Superintendent’s reelection is under discussion. 

 

9. Prepares and sends out agenda, special reports and minutes for board of education meetings 

on the Friday before each regular board meeting. 

 

10. Prepares for monthly and special board of education meetings. 

 

11. Keeps the board informed concerning the total school program. 

 

12. Keeps up-to-date on trends and laws in education by attending local, district, state, and 

national meetings or conferences with prior board of education approval.  (The expenses 

incurred by attending these meetings will be paid by the school district). 

 

13. Directs the annual audit of school district funds:  General Fund, Depreciation Fund, Activity 

Fund, School Lunch Fund, Special Building Fund, Qualified Capital Purpose Undertaking  

Fund, Employee Benefit Fund, Bond Fund,  Cooperative Fund, Student Fee Fund, all 

Federal Programs, and the Special Education Program. 
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14. Prepares the annual budget for the ensuing year with the assistance of the staff and the board 

of education.  After adoption the superintendent is to make every attempt possible to operate  

within the limits set forth by the budget.   

 

15. Is in charge of all financial matters of the district. 

 

16. Lets bids in terms of price, quality of product and service rendered when needed.  On large 

items in which the board requests bids or items for which action by the board of education is 

required, the board of education shall determine the bid to be accepted. 

 

17. Orders all supplies, textbooks, library material, AV materials, equipment furniture, etc., 

when covered by the budget or by specific order of the board of education. 

 

18. After consultation with the other administrators and the appropriate staff, shall make the 

selection of new textbooks or textbook series. 

 

19. Keeps an up-to-date inventory of textbooks, library books, moveable equipment, AV 

equipment, athletic equipment, music equipment, uniforms, typewriters, computers, etc. 

 

20. With board of education approval, advertises, interviews and offers contracts to teachers. 

 

21. Hires, replaces, and supervises all non-certified employees and recommends their salaries. 

 

22. Assigns or transfers all school personnel to their particular school, jobs, and responsibilities 

as seems best for the school system. 

 

23. Develops, maintains and operates a constructive program of staff development for all 

employees of the school system, and for this service the Superintendent shall have power 

under budget control to employ lecturers, grant temporary leaves from work, and develop 

professional library facilities as required. 

 

24. Issues such handbooks, manuals or booklets as the Superintendent may deem necessary 

for the effective administration of the schools.  These manuals shall be distributed to the 

employees, students, parents and others directly concerned.  Insofar as the provisions of 

such handbooks, manuals or booklets are not in violation of the policies and regulations 

or the officially adopted practices and procedures of the Board or the statutes of the State, 

these shall be binding. 

 

25. Stresses the importance of public relations that will provide for good school-community 

relations.  Provides the community with adequate information about the activities of the 

school. 

 

26. Develops the school calendar and presents it to the board for board of education approval. 
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27. Completes, or oversees the completion of, all forms required by the State Department of 

Education and sees that they are sent in before the due date. 

 

28. Is responsible for the over-all upkeep and maintenance of the school facilities, grounds, and 

equipment and sees to their maintenance and safety.  

 

29. Is responsible for all long-range and short term planning concerning school facilities. 

 

30. Shall have a census taken each year of all people under the age of twenty-one whose parents 

or guardians live within the boundaries of Douglas County School District #28-0015. 

 

31. Adheres to the "Code of Ethics" set forth by the Nebraska Department of Education, the 

American Association of School Administrators, and Board policy. 

 

32. Oversees the scheduling of buses and drivers for all activity trips. 

 

33. Forms advisory committees or councils, including members who are not employees of 

the Board of Education, to advise the Superintendent in formulating policies and plans for 

carrying on the work of the schools.  Such committees shall be advisory only and without 

expense to the School District. 

 

34. Delegate duties or work to subordinate officers or employees as required for the effective 

administration of the school system except in such matters as when the statutes or 

resolutions of the Board of Education prohibit the delegation of such authority.  Work 

completed upon delegation of the Superintendent shall be deemed as having been done 

by the Superintendent of Schools. 

 

35. All reports or recommendations to the Board from any officer or employee under the 

direction of the Superintendent shall be made to the office of the Superintendent unless 

otherwise directed by the Board of Education. 

 

36. A job description for the Superintendent will be adopted from time to time by the Board 

of Education which the Superintendent shall be expected to adhere to.  
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