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Abstract
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The major findings of this study were:
The assistant superintendent in small school districts
has major responsibility in the areas of curriculum and
instruction and personnel administration, minor
responsibility in the areas of pupil services and
school—-community relations, and no responsibility for
business administration.
The assistant superintendent responsible for curriculum
and instruction has major responsibility in the area of
curriculum and instruction, with minor responsibility in
the areas of personnel administration, school—-community
relations, and pupil services; and no responsibility in
the area of busi 32>ss administration.
The assistant superintendent responsible for personnel
administration has major responsibility in the area of
personnel administration, medium responsibility in the
area of curricul n and instruction, and minor
responsibility in the areas of pupil services, school-
community relati 1s, business administration.
The assistant superintendent of general administration
has medium respc sibility in the areas of curriculum and
instruction and personnel administration, minor
responsibility i the areas of pupil services and school-
community relations, and no responsibility in the area of

business adminis ration.
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1. The Governor—-in-Council may nominate and

appoint an assistant to the superintendent
. . . who shall act under the direction of

the superintendent of the said schools.
Such assistants shall be called Assistant
Superintendents.

The first reference to the duties of an assistant

superintendent was approved in 1903. An Act Representing

Education, 1903 stated in Section 78:

78. It shall be the duties of the superintendents,

and they are hereby empowered - . . . (2)
prescribe, subject to the approval of the

ToO

Governor—-in-Council the duties of assistants
provided for in section seven of this act . . .
(3) And with their [Assistant Superintendent's]

aid to visit, if possible, annually each

school, training institution and college or

academy of their respective denominations,

and

to examine the state and condition thereof, as
respects the qualifications of the teachers,
the system of instruction pursued, the order
and discipline observed, the mode of keeping
the school registers, the average attendance

of pupils, the progress of the pupils in

learning, the suitability, and conditions of

the building and premises, to give such advice
as they may judge proper to teachers and boards,
to do all in their power to carry out a uniform
system of education, and by public addresses,

or otherwise to improve the character and
efficiency of public schools, and promote
establishment of other public schools in
destitute localities.

This person, the assistant superintendent,

the

referred

to in early Education Acts was a "provincial" assistant

superintendent. In Newfoundland at this time there was a

superintendent responsible for each denomination,

and he had

an assistant superintendent to aid him in carrying out his

duties throughout Newfoundland. This was the situation in

Newfoundland education, with respect to an assistant

superintendent until the late sixties.



with the reorganization of school boards and school
districts in Newfoundland and Labrador during the late
sixties, there were many changes in the administration of

education in this province. The Royal Commission on

Education and Youth reported in 1967 that there were well

over two hundred school districts in Newfoundland during the
early sixties. It recommended the consolidation of districts,
and that "the province be divided into approximately 35
consolidated school districts" (p. 86). When the government
acted on this recommendation the position "assistant
superintendent"” was changed. No longer was this person
employed at the provincial level, but now each school board
could appoint one or more assistant superintendents.

The Schools Act, R.S.N. (1969) makes reference to

this new position in sections 20 and 21 which state:

20. -(1) Subject to the regulations, School
Boards may appoint Assistant District
Superintendents . . . and fix their

remuneration.

21. The appropriate superintendent shall
prescribe for and assign to Assistant
District Superintendents . . . the
duties thereof.

No further reference has been made to this position

by The Schools Act, R.S.N. (1969) or any amendments to it up

to the present.
Although the position of assistant superintendent was

acknowledged in The Schools Act, R.S.N. (1969), there were

few appointments made to this position until September 1980.



These appointments occurred as a result of a task force

report on education, issued in April, 1979. In this report
the task force found confusion in the role of scho . board
supervisors. Some boards were using their supervisors as
administrators and some were using them as program con-
sultants. This caused a division since there was rnfusion
between assigned duties of supervisors, and teachers'
perceptions of the supervisors' role. Therefore, E was
recommended by the task force, that there should 1 , at the
district level, program people whose main respons: ility
would be assisting teachers in the implementation f programs.
This would remove the administrative responsibility from these
people.

In order for administrative work to be car ied out
effectively, the superintendent would have to dele¢ ate some
of his responsibilities to some central office pei onnel.
Also, there should be a direct contact between in' .vidual
schools, and district board offices. This contact person
would have the responsibility of staffing and tea er

evaluation. The task force in its report entitle Improving

the Quality of Education: Challenge and Opportur ty (1979)

makes two recommendations based on the above crit :ia.

Recommendation 10.29 and Recommendation 10.30 are:


























































































































































































































































































TABLE 15

Percentage Distribution of Responses and Mean Scores for Activities Categorized as

in Medium and Large School Districts

Minor Responsibilities of the Assistant Superintendents of Curriculum and Instruction

Ktivity Percentage Distribution of Responsibility — Mean
Major Medium Minor Mo Score
Section A: School-Commmnity Relations
1. Preparing newsletters for schools and public  10% 105 405 405 0,90
6. Finding commmity resources to help
educational programs 20% 20% 50% 108 L5
7, Discovering new ways the school can
benefit the community 0% 20% 60% 206 1.0
9. Providing for lay participation in
educational plamning 0% 30% 60% 108 1.2
10. Assisting the board in developing a
policy for a school-community relations
progran 0% 405 00% 05 1.4
14, Providing leadership and direction for the
school-community relations program 0% 50% 30% 20% 1.3
16, Acquainting the school board on information
on the value of planned school-community
relations 05 50% 30% 205 1.3

6 6





































































TABLE 21 (ont'd

Activity Percentage Distribution of Responsibility  Mean
Major Medium Minor Mo  Score
Section E: Business Administration
87, Compiling a budget in cooperation with
other personnel 20.2% 44.4% 20.2% 11.18 178
91, Establishing policies reqarding purchasing  33.3% 20,2% 20.2% 2.0% 1.6]
98. Supervising the operations and maintenance
of school buildings 2.5 33.3% 20.2% 20,0% 1.5
100, Overseeing school planning and construction  33.3% 22,2% 11.1% 3.3%  L56
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summary

The assistant superintendents responsible for
personnel administration in medium and large school
districts spénd most of their work time in the task area
of personnel administration. Table 24 gives an overview
of this assistant superintendent's responsibilities.

As Table 24 illustrates, all of the activities in
the task area of personnel administration were major or
medium responsibilities of the assistant superintendent of
personnel administration. The task areas of school-
community relations, curriculum and instruction and pupil
services have over 75 percent of their activities categorized
as medium and minor responsibilities. The task area of
business administration has 63 percent of activities ranked
as medium and minor responsibilities, and 37 percent of its
activities were considered non-responsibilities by the nine
assistant superintendents of personnel administration in
medium and large school districts in Newfoundland and
Labrador.

Table 25 lists the five task areas with an overall
mean score for each task area. For these assistant
superintendents, personnel administration was the area in
which they had major responsibility. The task area of
curriculum and instruction was one in which the assistant

superintendent of personnel administration had medium



TABLE 24

Number of Activities Rated as Major Responsibilities, Medium Responsibilities,
Minor Responsibilities, and Non-Responsibilities for the Five Task Areas of
Adninistration by the Assistant Superintendents of Personnel Administration
in Medium and Large School Districts

1K Major Medium Minor o
Reemsibilities Resmonsibilities Responsibilities Responsibilities Total
. School-Community Relations 0 5 16 5 26
. Curriculum and Instruction 6 13 ] 1 21
. Pupil Services 0 6 5 2 13
. Persomnel Administration 11 9 0 0 20
. Business Administration 0 4 8 7 19
TOTAL 17 37 36 15 105

€ET
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responsibility. The task areas of school-community
relations, pupil services, and business administration
were considered minor responsibilities of the assistant
superintendent of personnel administration in medium and

large school districts in Newfoundland and Labrador.

TABLE 25

Overall Mean Score for each Task Area for Assistant
Superintendents of Personnel Administration

TASK AREA MEAN SCORE
A. School-Community Relations 1.13
B. Curriculum and Instruction 1.79
C. Pupil Services 1.36
D. Personnel Administration 2.29
E. Business Administration 1.01

General Information

The final section of the gquestionnaire asked for
general information about the school district. Question two
asked for the official title of the assistant superintendent.
The most common title was, "Assistant Superintendent of
Administration".

Question three asked the assistant superintendents

to circle the main task area in which they were involved.















TABLE 27 Cont'd

Ictivity

Percentage Distribution of Responsibility — Mean

Major

Medium

Minor

o

Score

3.

3.

38.

40.

41,

42,

48,

Working with central office staff in
developing a district wide program
of evaluation and appraisal

Recruiting, selecting, and assiqning
all instructional personnel

Establishing and applying policies of
promotion, transfer, and dismissal of
instructional personnel

Evaluating all instructional persomnel

Serving as a curriculum consultant to
principals, staffs, and individual
teachers

Keeping up to date professionally by
reading, visiting other school districts,
ete.

Conducting meetings with principals for
the purposes of discussing instructional
problens

55.6%

60, 75

6l.15

12.2%

50%

50%

83.3%

38.98

22,2%

22,2%

16.7%

21.8%

38.9%

11,15

5,68

11,15

16.7%

11,15

20.2%

11.1%

5.6%

[ ame ]
oo

o
N

[
o\

[ ame ]
o\O

o
oo

L]
oo

L]
o

2,50

2.5

2,44

2.61

2.28

2,39

2.78
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were selected as major responsibilities, and seven activities
out of the 20 activities in personnel administration were
considered major responsibilities. Only one activity in
pupil services was considered a major responsibility by the
assistant superintendents responsible for general

administration in medium and large school districts.

Medium Responsibilities

Thirty-five activities from the remaining 83 were
considered medium responsibilities by the assistant
superintendents of general administration. Table 28 lists
these 35 activities, the percentage distribution of responses,
and the mean scores. As Table 28 shows, the medium
responsibilities of these assistant superintendents are
evenly distributed through four task areas. In the area of
school-community relations eight activities from the 26
activities were selected as medium responsibilities. Ten
activities from the 27 activities in curriculum and
instruction were considered medium responsibilities, and
seven activities were selected from the 13 activities in
pupil services as medium responsibilities. Nine activities
from the 20 activities in personnel administration, and just
one activity from the 19 activities in business administration
were selected as medium responsibilities by the 18 assistant

superintendents responsible for general administration.



TABLE 28

Percentage Distribution of Responses and Mean Scores for Activities Categorized as
Medium Responsibilities of the Assistant Superintendents of General Administration
in Medium and Large School Districts

Percentage Distribution of Responsibility — Mean
Major Medium Minor Mo Score

Kctivity

Section A: School-Commmity Relations

2. Communicating the district's education
progran to the public 16,78 3.3% 45 565 L6l

3. Bridging any communications gap between
schools and community 11.13 44,45 3895 568 Lél

8. Serving as liaison between schools and
other educational agencies both in the
comunity and outside the commnity 21.8% 3.3 8.9 0% 1.89

11, Encouraging principals and teachers to play
their roles in school-commumnity relations 27.8% 55.6% 16,75 03 2.11

12, Identifying areas of education which should
be communicated to the public 118 5.6% 3.3% 0 0% 1.78

13, Assisting the superintendent in implementing
a plan for the school-community relations
program 16, 7% 44,43 38.9% 0% 1.78

15, Translating policy into action 33.3% 21,85 27,88 118 1.83

€vT









TABLE 28 Cont'd

Percentage Distribution of Responsibility — Mean

Activity
Major Medivm Minor No  Score

59, Overseeing pupil suspensions and expulsions 44,43 22.2% 2,  1L1s 2,00
60, Ensuring that compulsory attendance laws

are enforced 50% 11.1% 27,85 1113 .00
61, Gathering data for enrollment projections 55,68 22.,2% 1.1 1L .2
62, Recelving complaints from parents and

acting on the complaints in an appropriate

manner 44,45 27.8% 22,2% 50% 2,11
63, Assisting hoth teachers and principals

with student behavior problems 21.8% 38.9% 21,8% 5.6 1.89

Sectlon D: Persomnel Administration
67. Ensuring that all members of the personnel

department apply rules and requlations

fairly 1115 61.1% 16.75 118 L7
74, Promoting or demoting staff members 50% 16.7% 33,38 05 217
76, Granting leaves of absence to qualifying

Individuals 21.8% 21.8% 2,0  2.2% 1.6l

SYvYT
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Minor Responsibilities

Thirty-three of the remaining 48 activities were
rated as minor responsibilities by the assistant super-
intendents of general administration. Table 29 lists these
activities, with the percentage distribution of responses,
and the mean scores. Table 29 shows that most of the minor
responsibilities were concentrated in the task area of
school-community relations, with 16 activities coming from
this task area. Only two activities from the 27 activities
in curriculum and instruction were selected as minor
responsibilities. Four activities each from both the 13
activities in pupil services, and the 20 activities in
personnel administration, and seven activities from the 19
activities in business administration were considered minor
responsibilities by the 18 assistant superintendents
responsible for general administration in medium and large

school districts.

Non—Responsibilities

The remaining 15 activities were considered non-
responsibilities by the 18 assistant superintendents in
medium and large school districts. Table 30 lists these
activities, the percentage distribution of responses, and
the mean scores. As Table 30 shows, most of these
activities are concentrated in the task area of business

administration. Only two activities are taken from the 26



TABLE 29

Percentage Distribution of Responses and Mean Scores for Activities Categorized as
Minor Responsibilities of the Assistant Superintendents of General Administration

in Medium and large School Districts

Ketivity Percentage Distribution of Responsibility — Mean
Major Medium Minor Mo Score
Section A: School-Commnity Relations
1. Preparing newsletters for schools and public 11,13 16.7% 38.9% 33.3% 1,06
4. Mssisting central office staff in preparing
speeches and reports 5,0% 38.9% 44,45 1,18 139
5. Assessing public attitudes towards education (% 61.1% 2.0% 1675 LU
6. Finding commnity resources to help
educational programs 5,68 33.3% 4% 1675 1.28
7. Discovering new ways the school can
benefit the commnity 0% 38,9 50% .15 1.28
9. Providing for lay participation in 5.6% 21.8% 3338 3% L6
educational planning
10, Assisting the board in developing a policy
for a school-comunity relations program 5.6% 44,44 33 1% L3I
14, Providing leadership and direction for the
school-community relations program 11.1% 38.9% 8.9 1L1s LS50

6%T



TABLE 29 Cont'd

Ktivity Percentage Distribution of Responsibility — Mean
Major Medium Minor No  Score
16, Acquainting the school board on information
on the value of plamned school-commmity
relations 5.0% 38.9% B3 2.8 LA
17, Providing inservice education to staffs on
school-comunity relations 11.13 16.7% 6l.1s  1L1s 128
19, Channelling school-community relations
information to all administrative persomel  11.1% 38.9% 33 1678 L4
20, Preparing newspaper publicity and other
media productions 5.6% 27.8% 33.3% 33,35 106
21, Establishing two~vay commnications
hetween schools and the community 0% 38.9% 44,45 16,73 1.28
23. Evaluating the districts school-commmnity
relations program 0% 38.9% 8.9 2.2 LI
24, Preparing proposals and applications for
federal and provincial funds 5.0% 16,7% 44,45 33.3% 0.9
26, Taking an active role in parent-teacher
assoclations 5.6% 11.1% .25 1L1E Ll

OGS T



TABLE 29 Cont'd

Percentage Distribution of Responsibility — Mean

Activity
Major Medium Minor o Score

Section B: Curriculum and Instruction
34, Developing and supervising programs for

atypical children 16,78 20,25 55.6% 5,65 150
43, Selecting, procuring and distributing

text books, library books, and all

cateqories of instructional supplies 5.6% 11.1% 12.2% 1.8 Ll

Section C: Pupil Services
5. Ensuring adequate health services for

the district 0 50% 3.9 1Ll L3
57, Ensuring adequate social work services

for the district 5,68 38.9 445 118 LY
58, Ensuring adequate speech and hearing

Services 2.2% 22,2% 38.9% 16,75 1.50
65, Participating in the selection of

standardized tests 5.6% 16,74 503 27,85 1.00

TST



TABLE 29 Cont'd

tivity Percentage Distribution of Responsibility — Mean
Major Medium Minor No  Score
Section D: Persomnel Administration
68. Acquiring a substitute teacher list for the
district 2,24 33,3 568 38.9% LY
71, Being involved in collective negotiations
when matters deal with persomnel 16.7% 22,2% 16,75 4.4 111
83, Requlating resignations to avoid
Inconvenience to both the school and the
enployee 27.8% 22.2% 2.% 2.8 1.0
86, Exercising general supervision over all
persomnel records 22.2% 21.8% 21.8% 22,25 1.3
Section E: Business Administration
88, Assuming responsibility for long term
financial plamning for the district 0% 33.3% 38.95  27.8%  1.06
90, Drawing up supply lists in cooperation
with other personnel 1113 16,75 3.3 8.9% 100
91. Establishing policies regarding purchasing 5.6% 16.7% 38.9%  38.9%  0.89

s T






TABLE 30

Percentage Distribution of Responses and Mean Scores for Activities Categorized as
Non-Responsibilities of the Assistant Superintendents of General Administration
in Medium and Large School Districts

Aetivity Percentage Distribution of Responsibility — Mean
Major Mediim Minor Mo Score

Section A: School-Community Relations

22, Maintaining a file on all public releases 5.6% 11.1% 21,85 95,63 (.67

25, Planning and/or coordinating an adult

education program 0 1.1 8.9 0.l

[
o\

o\e

Section B: Curriculum and Instruction

46, Establishing and/or operating a district
wide curriculum materials, audio visual
and professional library center 0% 16.7% 38.9% 44 072

Section C: Pupil Services

66, Planning and coordinating the sumer
school program 5. 0% 11.1% 11.1% 12.2% 0,50

Section D: Personnel Administration No Non-Responsibilities

Section E: Business Administration

89, Being responsible for payrolls for the

school district 0 0% .15 88,95 0.l

o\

el



TABLE 30 Cont'd

ctivity Percentage Distribution of Responsibility — Mean
Major Medium Minor Mo Score
92, (Overseeing all purchasing for the district 5.6% 11.1% 2.2  6lL1y 0.6l
93, Maintaining records and information for
audit 0% 0 16,7  83.3% 017
94, Administering an internal audit for the
school district 0% 0% 5.8 9448 0.06
95. Recruiting, selecting and placing non-
Instructional employees 5,68 5.6% 22.0% 66,75 0,50
9. Training and promoting non-instructional
arployees 5.6% 5.6% 11.1% 77.85  0.39
97, Making policies relating to supervision of
non-instructional employees 5.6% 5.6% 2185 6L1% 0.5
98. Supervising the operations and maintenance
of school buildings 5.6% 16.7% 16.7%  6L1% 0.6
99, Overseeing the community use of schools 5.6% 11.1% 3.3% 0 508 072
101, Supervising the operations of school
cafeterias 5.6% 0% 2.  1.% 0.3
0% 0% 1.1 88.9% 0.1l

102,

Supervising food purchasing and menu plaming

SST
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in school-community relations, with one activity each from
both the 27 activities in curriculum and instruction and
the 13 activities in pupil services. Eleven activities
from the 19 activities in the task area of business
administration were considered non -responsibilities by
the 18 assistant superintendents of general administration
in medium and large school districts in Newfoundland and

Labrador.

Summary

The assistant superintendents responsible for the
general administration of a unit for the board do their
major work in the task areas of curriculum and instruction,
and personnel administration. Table 31 gives an overview
of the assistant superintendent's responsibilities.

Table 31 shows the distribution of activities
through the four degrees of responsibility. Over 80 percent
of the activities in curriculum and instruction and personnel
administration were considered major and medium respons-—
ibilities of these 18 assistant superintendents. Ninety-two
percent of the activities in school-community relations, and
85 percent of the activities in pupil services were rated as
medium and minor responsibilities of the assistant
superintendent of general administration. Finally, greater

than 90 percent of the activities in business administration
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General Information

The final section of the gquestionnaire asked general
information about the wvarious school districts. Question two
asked for the official title of the assistant superintendent.
Many titles exist. These include:

1. Assistant Superintendent Responsible for
Primary and Elementary Education.

2. Assistant Superintendent Responsible for
Secondary Education.

3. Assistant Superintendent Responsible for
High School Academic Affairs.

4., Assistant Superintendent Responsible for
Administration for a Section of the District.

In some of the larger school districts the assistant
superintendents were responsible for the general administra-
tion of a section of the district, and held specific
responsibilities for the full district. These responsibilities
included pupil personnel services and transportation, specia
education services, planning, communications and information,
and the senior high school program.

Question three asked assistant superintendents to
circle the main task area in which they were involved. Most
assistant superintendents circled both curriculum and
instruction and personnel administration. However, some
circled just one, and others circled their specific
responsibility for the full district.

Question four asked the assistant s »erintendents

to give the approximate percentage of working time spent in
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each task area. Table 33 shows the average percentage

response for each task area.

TABLE 33

Average Percentage of Working Time Spent by Assistant
Superintendents of General Admr nistration
in each Task Area

TASK AREA PERCENTAGE
A. School-Community Relations 6.50%
B. Curriculum and Instruction 40.83%
C. Pupil Services 16.39
D. Personnel Administration 31.11%
E. Business Administration 5.17%
TOTAL 100.00¢%

Question five asked the assistant superintendents
to rank the 10 most important activities they perform.
These activities are:

1. Evaluating professional pe sonnel, including

principals and teachers.

2. Selecting and recruiting new teachers.

3. Supervising instructional rograms for a

specific area of the district.



lel

4. Directing and coordinating school planning.
5. Monitoring and assisting the implementation
of grade twelve.
6. Senior administrator for area of district.
7. Attending P.T.A. meetings, Local Education
Committee meetings, and other public
relations functions.
8. Evaluation of schools.
9. Maintaining and implementing good policies
on discipline and attendance.
10. Coordinating the work of program coordinators

to ensure adequate inservice.

Summary of Analyses

The analyses of the role of the assistant
superintendent of education were separated into two sections.
Analysis one looked at a profile of the assistant
superintendents employed in small school districts which
have only one assistant superintendent. Analysis two looked
at the profile of three assistant superintendents employed
in medium and large districts which have more than one
assistant superintendent. The three profiles were:

1) assistant superintendent of curriculum and instruction;
2) assistant superintendent of personnel administration; and
3) assistant superintendent responsible for the general

administration of a unit of the board. Table 34 shows a
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CHAPTER V

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

Summary of the Study

The Problem

The major problem studied in this thesis was the
role of the assistant superintendent of education in school
districts in the province of Newfoundland and Labrador.
Specifically, this study attempted to answer the following
questions:

1) In medium and large school districts which employ
more than one assistant superintendent, how are the duties
and responsibilities of administration shared among the
assistant superintendents?

2) What are the duties and responsibilities of the
assistant superintendent in the five task areas of adminis-
tration, which are: school-community relations, curriculum
and instruction, pupil services, personnel administration,

and business administration?

Instrumentation and Methodology

The instrument used in this study was a gquestionnaire.
The instrument was developed by the researcher based on the
literature dealing with the task areas of administration, as

well as an examination of guestionnaires used by other
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Questionnaire for Assistant Superintendents

This guestionnaire is designed to measure your
involvement in various areas of administration. Involve-
ment means that either you perform the task yourself, or
you are responsible to see that the task is performed.

No personal information is reguested, except
for the name of your school board. This information is
necessary since the data will be analysed for small,
medium and large size school boards.

The gquestionnaire is divided into six areas:

(a) school community relations; (b) curriculum and
instruction; (c) pupil services; (d) personnel adminis-—
tration, (e) business administration; and (f) general
information. Each task area has a list of related

activities which are usually associated with that area.
For each activity you are asked to indicate your degree
of responsibility. Your responsibility is measured by
four indicators: no, minor, medium, major. No respons-
ibility means that you have no obligation towards the
activity. Minor responsibility means that you have a
small obligation towards the activity. Medium respons-
ibility means that you have an average obligation towards
the activity. Major responsibility means that you have
an important obligation towards the activity.

The list of activities is rather extensive,

taken from the literature on educational administration.



In asking you to respond, it i1s understood that you are
unable to attend to all of these activities. Please
complete the following questionnaire by checking the
appropriate degree of responsibility. When completed,
would you kindly forward it to me in the stamped, self-
addressed envelope. Thank-you in advance for your

cooperation.

C. Gerard Lane
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10.

11.

12,

Section A: School Community Relations

Activity Major

Preparing newsletters for schools
and public

Communicating the district's
education program to the
public

Bridging any communications gap
between schools and community

Assisting central office staff in
preparing speeches and reports

Assessing public attitudes towards
education

Finding community resources to
help educational programs

Discovering new ways the school
can benefit the community

Serving as liaison between
schools and other educational
agencies both in the community
and outside the community

Providing for lay participation
in educational planning

Assisting the board in
developing a policy for a
school community relations
program

Encouraging principals and
teachers to play their roles
in school community relations

Identifying areas of education
which should be communicated
to the public

Responsibility

Medium  Minor

177

No



13.

14.

15.

l6.

17.

18.

19.

20.

21.

22,

23.

24.

Activity
Major

Assisting the superintendent
in implementing a plan for

the school community relations
program

Providing leadership and
direction for the school
community relations program

Translating policy into
action

Acquainting the school board
on information on the value of
planned school community
relations

Providing inservice education
to staffs on school community
relations

Advising the school board o
matters relating to school
community relations

Channelling school-community
relations information to all
administrative personnel

Preparing newspaper publicit
and other media productions

Establishing two-way
communications between scho S
and the community

Maintaining a file on all
public releases

Evaluating the districts
school community relations
program

Preparing proposals and
applications for federal
and provincial funds

Responsibility
Medium  Minor

178

No




25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

Activity
Major

Planning and/or coordinating
an adult education program

Taking an active role in
parent—-teacher associations

Section B: Curriculum and Instruction
Activity

Working towards a district wide
agreement regarding the purposes
of education

Coordinating the efforts of all
persons dealing with the
instructional programs

Helping improve the working
relationship of personnel
involved in the supervision
of instruction

Encouraging emergent leadership
among district personnel

Assuming leadership in providing
a program of curricular
improvement

Working with central office
staff in developing instructional
goals for the various levels and
curriculum areas from
kindergarten to grade twelve

Working with central office
staff in developing a district
wide program of evaluation and
appraisal

Developing and supervising
programs for atypical children

Pesponsibility
Medium  Minor

179

No




35.

36.

37.

38.

39.

40.

41.

42.

43.

44.

Activity
Major

Determining the need for
instructional staff specialists
and other resource personnel,
and to direct, coordinate, and
supervise their work

Recruiting, selecting, and
assigning all instructional
personnel

Developing a comprehensive
policy and program of inservice
education for all professional
staff members

Establishing and applying
policies of promotion, transfer,
and dismissal of instructional
personnel

Developing and operating a
district wide orientation
program for new instructional
personnel

Evaluating all instructional
personnel

Serving as a curriculum
consultant to principals,
staffs, and individual
teachers

Keeping up to date professionally
by reading, visiting other school
districts, etc.

Selecting, procuring and
distributing text books,

library books, and all categories
of instructional supplies

Preparing the section of the
budget dealing with instructional
services, materials and equipment

Responsibility
Medium  Minor
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No



45.

46.

47.

48.

49.

50.

51.

52.

53.

Activity

Making decisions related to
curriculum for new or
remodeled buildings

Establishing and/or operating
a district wide curriculum
materials, audio visual and
professional library center

Distributing curriculum
bulletins, guides, and courses

of study for use by instructional
staff

Conducting meetings with
principals for the purposes of
discussing instructional
problems

Making decisions related to the
initiation, design, and direction
of pilot projects

Clarifying and determining roles
for and with directors, and
coordinators working in
curriculum and instruction

Visiting schools for the purpose
of observing the instructional
program in action

Investigating the possible uses
of technological developments
such as computers in the program
of instruction

Monitoring the implementation
of the reorganized high school
program

Major

Responsibility

Medium Minor

181

No




54.

55.

56.

57.

58.

59.

60.

6l.

62.

63.

64.

65.

66.

Section C: Pupil Services

Activity

Ensuring adequate guidance and
counseling services for students

Supervising policies of
discipline and control for the
school district

Ensuring adequate health
services for the district

Ensuring adequate social work
services for the district

Ensuring adequate speech and
hearing services

Overseeing pupil suspensions
and expulsions

Ensuring that compulsory attendance

laws are enforced

Gathering data for enrollment
projections

Receiving complaints from parents

and acting on the complaints
in an appropriate manner

Assisting both teachers and
principals with student
behavior problems

Providing leadership in planning
and implementing changes in the

organizational structure of the

school day such as nongradedness
or flexible scheduling

Participating in the selection
of standardized tests

Planning and coordinating the
summer school program

Major

Responsibility
Medium  Minor

182

No




67.

68.

69.

70.

71.

72.

73.

74.

75.

76.

77.

78.

Section D: Personnel Administration

Activity

Ensuring that all members of
the personnel department apply
rules and regulations fairly

Acquiring a substitute teacher
list for the district

Coordinating the various stages
of the teacher evaluation
process

Attending committee and
professional meetings

Being involved in collective
negotiations when matters deal
with personnel

Helping principals and others
with the recruitment, selection,
and placement of staff personnel

Transferring staff personnel

Promoting or demoting staff
members

Recommending staff members for
tenure

Granting leaves of absence to
qualifying individuals

Preparing written policies
which furnish guidelines for
administrative procedures

Ensuring that the appraisal of
teacher performance is a
cooperative process designed
to improve the quality of
teaching

Major

Responsibility
Medium  Minor

183

No




79.

80.

81.

82.

83.

84.

85.

86.

87.

88.

89.

Activity
Major
Ensuring that the conditions of

service of all employees are of
high quality

Responsibility
Medium  Minor

184

No

Training principals to operate
an evaluation policy

Keeping staff informed on their
performance

Implementing and monitoring an
improvement program when teacher
performance is weak

Regulating resignations to avoid
inconvenience to both the school
and the employee

Preparing job descriptions for
all positions

Collecting, analysing, and
distributing statistical data
concerning schools

Exercising general supervision
over all personnel records

Section E: Business Administration

Activity

Compiling a budget in cooperation
with other personnel

Assuming responsibility for
long term financial planning
for the district

Being responsible for payrolls
for the school district




90.

91.

92.

93.

94.

95.

96.

97.

98.

99.

100.

101.

102.

103.

104.

105.

Activity
Major

Drawing up supply lists in
cooperation with other
personnel

Establishing policies regarding
purchasing

Overseeing all purchasing for
the district

Maintaining records and
information for audit

Administering an internal audit
for the school district

Recruiting, selecting, and
placing non-instructional
employees

Training and promoting non-
instructional employees

Making policies relating to
supervision of non-instructional
employees

Supervising the operations and
maintenance of school buildings

Overseeing the community use of
schools

Overseeing school planning and
construction

Supervising the operations of
school cafeterias

Supervising food purchasing and
menu planning

Overseeing student transportation

Ensuring adequate school bus
maintenance

Ensuring adequate school bus
driver training

Responsibility
Medium Minor

185

No
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Section F: General Information

1. Name of School District

2. Official Title: Assistant Superintendent responsible for
3. Circle main area in which you are involved.
A. school-community relations
B. curriculum and instruction
C. pupil services
D. personnel administration
E. Dbusiness administration
4. Give approximate percentage of working time spent in each
area:
A. school-community relations %
B. curriculum and instruction %
C. pupil services %
D. personnel administration %
E. business administration %
Total 100 %
5. On the basis of your present job performance, rank the ten

most important activities you perform.

1.




10.

187




188

APPENDIX B



189

MEMORIAL UNIVERSITY OF NEWFOUNDLAND
St. John’s, Newfoundland, Canada Al1B 3X8

Department of Educational Administration Telex: 016-4101
Telephone: (709) 737-7647/8

February 4, 1983

TO: All Superintendents and Assistant Superintendents
Newfoundland and Labrador

FROM: G. Llewellyn Parsons
Department of Educational Administration

SUBJECT: The Role of the Assistant Superintendent in Newfoundland
Education

In partial response to the request of the Newfoundland Association
of School Superintendents to this Department to conduct a study of the role
of assistant superintendents in this Province, one of our graduate students,
Mr. Gerard Lane, has developed a questionnaire to determine the assistant
superintendents involvement in various areas of administration and supervision
throughout Newfoundland and Labrador. As this is a very worthwhile study I
strongly solicit your support and cooperation in Mr. Lane's endeavour.
Hopefully, the results of the study w
of the 1982/83 school year.

LP
/dj
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Newfoundland & Labrador

Association of Superintendenfs of Education

1982 07 29

Mr. Hubert Kitchen

Department of Educational Administration
Memorial University of Nfld.

St. John's, Newfoundland

Dear Sir:

As you are avare, most School Boards now have in their employ one
or more Assistant Superintendent. Whereas the duties of the Superintendent
are listed in the Schools Act, boards are relatively free to assign
Assistant Superintendents any such duties they deem necessary.

The Association would like to have a study made on the role definition
of the position of the Assistant Superintendents. Relative to such a
study the Association requests that you explore the possibility of having one
of your graduate stwlents undertake this work. :

The Association would like to have the resultis of the study made
available to the Executive by Janzary 1, 1983.

I understand that Harry Coates has already discussed our proposal with
you and that you were receptive to it. I would appreciate a reply at
your earliest convenience.

Yours truly,

Nathan Cutler
President

NG/ amb















