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General School Administration

Administrative Personnel Other Than the Superintendent 1

Duties and Authority

The School Board establishes District administrative and supervisory positions in accordance with the
District’s needs and State law. This policy applies to all administrators other than the Superintendent,
including without limitation, Building Principals. The general duties and authority of each
administrative or supervisory position are approved by the Board, upon the Superintendent’s
recommendation, and contained in the respective position’s job description.2 In the event of a conflict,
State law and/or the administrator’s employment agreement shall control.

Qualifications
All administrative personnel shall be appropriately licensed and shall meet all applicable requirements
contained in State law and Illinois State Board of Education rules. 3

The footnotes are not intended to be partf the adopted policy; they should be removed before the policy is adopted.

I State or federal law controls this policy’s content. 105 ILCS 5/10-23.8a requires each principal, assistant principal, and
other school administrator to be employed under either: (1) a one-year contract, in which case he or she gains and retains
tenure rights, or (2) a multi-year performance-based contract, in which case he or she waives all tenure rights but does not lose
any previously acquired tenure credit with the district. A multi-year performance-based contract must contain specific student
performance and academic improvement goals and indicators.

2 Job descriptions are advisable, but optional. See sample policy 5:30, Hiring Process and Criteria, for a discussion of
job descriptions. An Ill. State Board of Education (ISBE) rule (23 Ill. Admin.Code §1.310) allows divided service, meaning
that a superintendent or principal may be employed by two school districts or serve in two professional capacities provided
that full-time equivalency results in a maximum of one full-time position. In districts with an enrollment of 100 or fewer, an
individual may serve as superintendent/principal and teach up to one-half day.

3 105 ILCS 5/21B-20 and 5/21B-25 govern Professional Educator Licenses and administrative, principal, and chief
school business official endorsements. The requirements for supervisory or administrative staff are in 23 Il1l. Admin.Code
§1.705; the requirements for endorsements are in 23 Ill.Admin.Code Part 25, Subpart E. Standards for Administrative
Endorsements are in 23 I1l. Admin.Code Part 29.

The following option may be added at the end of this paragraph:

Administrative personnel must reside in the District within a specified period as provided in
their initial employment agreement.

State law (105 ILCS 5/24-4.1) prohibiting residency requirements for teachers does not apply to non-instructional
personnel, e.g., assistant principals. Owen v. Kankakee Sch. Dist., 261 Ill.App.3d 298 (3rd. Dist. 1994). A board may impose
residency requirements on a principal or assistant principal only if the individual’s initial contract with the district made
residency an express condition of employment or continued employment as a principal. 105 ILCS 5/10-21.4a. Residency
within a district may not be considered in determining a principal’s compensation, assignment, or transfer. Id.
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Evaluation
The Superintendent or designee shall evaluate all administrative personnel and make employment and
salary recommendations to the Board. 4

Administrators shall annually present evidence to the Superintendent of professional growth through
attendance at educational conferences, additional schooling, in-service training, and Illinois
Administrators’ Academy courses, or through other means as approved by the Superintendent. 5

Administrative Work Year

The work year for administrators shall be the same as the District’s fiscal year, July 1 through June 30,
unless otherwise stated in the employment agreement. In addition to legal holidays, administrators shall
have vacation periods as approved by the Superintendent. All administrators shall be available for work
when their services are necessary. ¢

Compensation and Benefits

The Board and each administrator shall enter into an employment agreement that complies with Board
policy and State law.” The terms of an individual employment contract, when in conflict with this
policy, will control.

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

4 All licensed school district employees must be evaluated. 105 ILCS 5/24A-1, 23 11l. Admin.Code §1.320. Each district
must implement a performance evaluation plan for its principals and assistant principals. 105 ILCS 5/24A-15, amended by
P.A. 104-202-729; 23 Ill.Admin.Code §50.300. The statutory deadline for evaluating principals and assistant principals
depends on whether the individual’s employment contract is for one year or multiple years: (1) the evaluation of individuals
on a single year contract must take place annually by March 1, and (2) the evaluation of individuals on a multi-year contract
must take place by March 1 of the€ontract’s final year. 105 ILCS 5/24A 15%94%9\4—1\—% Inleldual contracts
may requlre an earher deadhne 5 it :

ILCS 5/24A 3 requires that an individual who conducts an evaluatlon of a teacher, principal, or assistant pr1n01pal (1) be
prequalified before undertaking any evaluation, and (2) participate in a regularly scheduled retraining program.

S The professional growth reporting requirements in this paragraph are optional. However, professional development
activities are required for license renewal. 105 ILCS 5/21B-45, contains the license renewal process, along with the
professional development hours and carry over of these hours.

A school board must require the administrators who evaluate employees to complete training on the evaluation of licensed
personnel that is provided or approved by ISBE. 105 ILCS 5/24A-3 and 5/24A-20(a)(4). Any prequalification process or
retraining program developed and used by a school district must, at a minimum, meet the requirements of 23 I1l. Admin.Code
Part 50, Subpart E. Administrative personnel must participate in this training (1) before they evaluate, and (2) at least once
during each certificate renewal cycle. 105 ILCS 5/24A-3.

6 Legal hohdays are prov1ded by 105 ILCS 5/24 2, amended by P.A.s1H0215-2022 ElectionDay)y 1H0214-and102-334
and 103-467 (2024 Electlon Day)

7 Accordlng to 105 ILCS 5/10-23.8a, a pr1n01pal assistant principal, and any other school administrator must be
employed under either: (1) a one-year contract, in which case he or she gains and retains tenure rights, or (2) a multi-year
performance-based contract, in which case he or she waives all tenure rights but does not lose any previously acquired tenure
credit with the district. A multi-year performance-based contract must contain specific student performance and academic
improvement goals and indicators.

The employment contract should be in writing even though the School Code does not require it to be written. Contact the
board attorney for assistance. An administrator who is not working under a written contract is presumed to have a contract of
one year’s duration. Schaumburg Cmty. Consol. Sch. Dist. v. TRS, 984 N.E.2d 66 (Ill. App. Ct. 4th Dist. 2013)(interpreting
105 ILCS 5/10-23.8a). The Ill. Statute of Frauds may make it impossible to execute an ora/ multi-year administrator contract
or to orally extend a multi-year written contract. 740 ILCS 80/1.
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The Board will consider the Superintendent’s recommendations when setting compensation for
individual administrators. These recommendations should be presented to the Board no later than the
March Board meeting or at such earlier time that will allow the Board to consider contract renewal and
nonrenewal issues. 8

Unless stated otherwise in individual employment contracts, all benefits and leaves of absence available
to teaching personnel are available to administrative personnel. ?

LEGAL REF: 105 ILCS 5/10-21.4a, 5/10-23.8a, 5/10-23.8b, 5/21B, and 5/24A.
23 Ill.Admin.Code §§1.310, 1.705, and 50.300; and Parts 25 and 29.

CROSS REF: 3:60 (Administrative Responsibility of the Building Principal), 4:165 (Awareness
and Prevention of Child Sexual Abuse and Grooming Behaviors), 4:175
(Convicted Child Sex Offender; Screening; Notifications), 5:30 (Hiring Process
and Criteria), 5:90 (Abused and NeglectedyChild Reporting), 5:120 (Employee
Ethics; Code of Professional Conduct; and Conflict of Interest), 5:150 (Personnel
Records), 5:210 (Resignations), 5:250((Leaves of Absence), 5:290 (Employment
Termination and Suspensions)

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

The Open Meetings Act requires all Ill. Municipal Retirement Fund (IMRF) employers, which includes school boards,
to: (1) within six business days after approving a budget, web-post each employee’s total compensation package if it exceeds
$75,000 per year; and (2) at least six days before approval, web-post an employee’s total compensation package if it is
$150,000 or more. 5 ILCS 120/7.3. Conflicting opinions concern whether school districts must comply with these posting
requirements for their employees who do not participate in IMRF. Contact the board attorney for advice.

Annually by Oct. 1, each school board must report to ISBE the base salary and benefits of the superintendent,
administrators, and teachers it employs. 105 ILCS 5/10-20.47. Before this annual reporting to ISBE, the information must be
presented at a regular school board meeting and then posted on the district’s website, if any.

8 State law does not address when the board should consider salary issues. The March deadline was chosen because the
statutory notice deadline for reclassification is April 1 of the year in which a principal or assistant principal’s contract expires
unless the contract provides for an earlier deadline. 105 ILCS 5/10-23.8b. Alternatively, the policy could require that
recommendations be presented “in a timely manner.”

9 State law does not require that administrative and teaching personnel receive identical benefits and leaves of absence,
but it does set the minimum in days and type for all licensed personnel.
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