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EXPECTATIONS AND ACCOUNTABILITY
	Name:
	
	Date:
	
	Position:       

	EXPECTATIONS
	Initials

	1. When the Principal, Assistant Principal, Associate Superintendent or Superintendent issues a directive to have all support staff present at meetings or events, the support staffs do not have discretionary authority to determine if they may be excused from the meeting or event.  Only the administrative team may excuse the support staff from a meeting or event.  Unless the support staff is physically or medically incompetent, they are required to attend meetings, functions, or events.
	

	2. Attend all assigned meetings/school functions and be punctual. If unable to attend due to critical emergency, the Administrative Team must be personally and properly notified to be excused.
	`

	3. When a meeting is called for the staff, all members are expected to be at the meeting on time.  Also, plan to be at the meeting—until it is over. Be mindful that sidebar discussions and not paying attention are viewed as distractions and disrespectfulness, and not important to the Administrative Team.
	

	4. Under all circumstances when a directive is issued, compliance is mandatory.
	

	5. Establish high levels of professional decorum. Maintain professional attire. (ie. Close toe shoes for safety reasons, NO shirts with inappropriate logo or literature, excessive bare skin) Be respectful during discussion at meetings. If you disagree with the information being shared, phrase it in a professional manner and offer possible options or strategies rather than to appear condescending and arrogant. 
	

	6. If you are to be absent from work or need to leave off campus, your Supervisor or other Administrator must be PERSONALLY and properly notified (do not leave messages with office staff).
	

	7. Report to work on time and refrain from leaving before the established time.
	

	8. Submit all required/requested reports and documents accurately and timely manner and for payroll purposes.
	

	9. Uphold, support, and embrace all Board Policies and Code of Conduct as per DOE Rules and Regulations.
	

	10. Remain fully supportive of the District’s Vision/School Mission in improving student academic performance. 
	

	11. When requesting for leave give the leave application form to the Administrative Assistant/Secretary.  However, you are to personally see your supervisor or available administrator regarding your leave form.  A leave request does not constitute automatic approval.  

Remember: when the school is open, we need to be on campus.
	

	12. Refer all media inquiries to the Administrative Team who, in turn, must contact the GPSS PIO as per standard operating procedure to determine if it is proper to handle the media coverage.
	

	13. Perform assigned duties (operational and instructional) and other related tasks as designated by the Administrative Team or Superintendent to achieve the District’s Vision/School Mission (ie. being involved in District’s initiatives, actively participating in committee work). Be present 5 minutes before recess/dismissal period in designated areas for supervision.
	


Signature:___________________________________________ Date:___________________
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