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DATE: December 8, 2015
FROM: Greg McKenzie, Search Consultant
Mike Taylor, Search Consultant
TO: Pendleton School District - Board of Directors

SUBJECTS: Summary of Superintendent Qualifications Inquiries
Screening Committee Tips
Salary Survey
Advertising

Qualifications Summary

During the period October 10-November 5, 2015 we collected information related to the
superintendent search from stakeholders of the Pendleton School District (PSD). The methods of
inquiry included facilitated focus groups with staff, students, and the community at large. For
those unable to attend a meeting, an online questionnaire was available linked to the PSD
website. An invitation to attend a focus group or complete the online questionnaire was
published throughout the district and circulated by e-mail to available contact lists.

Participation was outstanding and the groups shared their views about the district and
characteristics for the next Pendleton SD superintendent. The online questionnaire attracted 337
people who submitted completed responses. Responses came from staff, students, parents and
community. With the assistance of Tami Calvert, we set up multiple focus group opportunities
for staff, students and community with 72 people attending. Altogether, we had contacts by
focus groups, online questionnaire and personal interviews with about 400 PSD stakeholders.
Overall, we believe we contacted a sufficiently large and representative sample of stakeholders
to lend credibility to the results reported herein.

The purpose for the inquiries was identification of strengths, areas for improvement, priorities
and personal profile characteristics for the superintendent search. The information we collected
will be used to create various elements of the search literature, develop screening criteria and
formulate questions for interviews. The questions were:

What is working well in the school district that needs to be preserved?

What is your vision for what the district can achieve?

What areas need to be improved to move the school district to greater success?
What should be the priorities of the school district for the next 5 years?

What are the personal or professional characteristics that you feel are important for a
successful superintendent in this school district.
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We summarized the information in spreadsheets which served as the beginning point for our
analysis. The online results are in a one-page Excel spreadsheet and the focus groups are in a
three-page Word document. We have attached copies of the spreadsheet summaries in the
Support Materials to illustrate how we assembled the information. WARNING! THE PRINT
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ON THE SPREADSHEETS IS SMALL. From the two primary methods of information
collection we searched for common themes while comparing responses from various groups.

From the hundreds of individual ideas expressed by various respondents, the information was
sorted into common themes and filtered for the most frequently mentioned items. We also
reviewed all open-ended comments submitted in the online questionnaire for comparison to the
spreadsheet results looking for confirmation of themes and any new, but unexpressed ideas that
were frequently mentioned. We conducted a similar review of the question relating to the
“priorities” for the district. While the sorted results are not intended to be statistically precise,
nonetheless, a clear perception of what the district is about begins to emerge. Consequently, this
report represents an executive summary of the information collection effort and the Consultant
Recommendations are based on that information.

For the Board’s consideration about the qualifications for the position and the personal profile of
prospective candidates, the following attachments (Support Information) are included for
reference in this report:

1 Pendleton SD Board Policy CBA
2. Summary of the online questionnaire responses (Excel spreadsheet)
3. Summary of focus group results (3-page Word spreadsheet)

The recommended words and phrases shown in the Consultant Recommendations when
approved by the Board will be used for various elements of the search literature. Essentially, the
qualifications adopted by the Board provide a menu of phrases to characterize the district. All
phrases may not be used in all publications. The "strengths" responses became "Who Are We"
in the Consultant Recommendations. The "needs improvement," and "priorities" were the basis
of the "What's Next." The “profile” descriptions obviously describe the ideal candidate
characteristics for the position. We have included responses to the “vision” question to give the
Board a sense of what people would like to see this district become. These descriptions of the
district and desired candidate help candidates compare their own skills with the district's needs.
Often overlooked is Board Policy CBA which we have also reviewed and included. Some of the
elements of qualifications and candidate profile have already been defined by the Board in this
Board Policy.

After considering this report the Board needs to adopt a set of "qualifications" for use in the
search literature. Please use the Consultant Recommendations as the beginning document and
amend as you feel necessary. Once the "qualifications" are adopted, we will post them on the
district's website and start using the information to build other elements of the search literature.

Screening Committee

We recommend the Board select a group of district stakeholders to assist with reviewing the
applications. Identifying a group does not require any particular process for selection. The
process just needs to be fair and equitable. The easiest selection method is to let administrators,
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teachers and classified choose representatives from their groups. The Board or the
Superintendent can select members of the public. Selection of the screening committee should
be completed about 2 weeks before we begin reviewing applications.

Here are a few tips to keep in mind as you consider a list of people for the screening group.

= Limit screening group size to around 15-20 people plus Board members
Include representatives from a variety of stakeholder groups including, e.g.,

Administrators (2-3)

Teachers (3-4)

Classified staff (3-4)

Parents/Community members/Business Leaders (5-6)

= Make the screening group selection process simple

= Participants need to be available for 6-10 total hours during Feb 16-20, 2016
= Participants must attend a training session on Feb 16" in the evening

= Screening of candidate applications will occur in executive session

= Confidentiality of all applicant information is absolutely mandatory

= The Board will be training and screening applications simultaneously

We will later suggest that some of the members of the screening committee could also serve as
observers during the initial interviews which follow the application screening. The interviews
are not yet scheduled, but will likely be held during the Feb. 29-Mar. 4, 2016, time period.

Once the screening group is selected, have Tami Calvert send their names and contact
information to Greg McKenzie. We will communicate with the screeners and Board members
about instructions. Formal action to select the screening group is not technically necessary, but
you should at least announce their names at a board meeting.

Salary Range Recommendation

Several of the jobs posting sites require a beginning salary and many candidates are curious
about the anticipated salary for the position. We can describe the anticipated salary as
"Competitive — Depends on Experience" but eventually, candidates will start asking about the
salary. Even though the circumstances for each candidate are different and the exact salary
specifications will be negotiated with the Board's choice for the next superintendent, it is helpful
to adopt a salary range for publication with the search. A recent survey reported that the biggest
complaint from candidates is the failure to include salary information in the initial postings.

Superintendent's salary discussion is a matter for a public meeting — not executive session. The

salary range need to be wide enough to account for some candidates who are more experienced
than others. The salary also needs to be competitive to attract quality candidates.
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To assist with your discussions, we are attaching a Salary Survey in the Support Information
section that shows base salary information for several similar sized districts which would be
competitive with you statewide. The salary information is taken from an annual salary survey
conducted by Confederation of Oregon School Administrators (COSA) collected in the 2014-15
school year. New salary survey information will be published in February, 2016.

Compensation benefits in addition to base salary regarding vacation, TSA's (tax sheltered
annuities), leave, professional dues and transportation vary widely by district. However, all
districts shown in the attachment pay medical, dental, vision and life insurances for the
superintendent. Whether or not the superintendent pays into PERS also varies widely. The
amounts for TSA's which we have shown in the summary of salaries are not shown in the COSA
salary survey.

It is noteworthy that candidates who like your district can become discouraged if the proposed
salary range is too low and not competitive. On the other hand, bidding up the salary beyond the
comparison range for your size district can send the wrong signal to your staff and
constituencies. Experienced superintendents from similar sized districts with several years in the
same district may already be at or near the top of your salary range. We know this decision is an
important one in the search process — but not easy. Establishing a range of $10-15,000 or so
from high to low probably gives sufficient room for negotiation with the candidate you choose.

Based on the available information and in order to attract top-notch candidates, we recommend

advertising a base salary range for this search of $127,500 to $140,000 per year. An “attractive
benefit package” would include the same benefits currently paid to the superintendent and other
administrators in your district.

Position Advertising

We need the Board to decide how widely to advertise this position, i.e., regionally or nationally.
In the past we have purchased single postings for 30 days at each of the online job board sites.
This method allowed us to have a receipt for each posting which we attached to the final invoice
as reimbursable expenses at the end of the search. However, this method does not allow us to
take advantage of the opportunity to purchase advertising packages for multiple postings at
discounted prices.

Now, we are asking each search client to purchase an advertising package from us for a fixed
price giving us authority to select the appropriate advertising sites within the chosen package.
For example, if the search client chooses a “national” search package for the fixed price of up to
$1,500 we will advertise on selected regional sites plus on selected national sites up to a cost of
$1,500. We will report where we have advertised and the cost of the postings. However, we will
not attach individual receipts for each advertisement at the time of final billing because many of
the advertising sites will have been purchased as a part of a package from the advertiser. In the
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event we do not spend the total authorized amount, we will discount the final reimbursable
expense invoice to reflect the amount actually spent. This sounds a little confusing, but it will
allows us to take advantage of advertiser discount packages and thus purchase more overall
advertising for the search client. A sample of the search package options is attached in the
Supplemental Information.

We need the Board to authorize us to select position advertising on a “Regional” (up to $800) or
“National” (up to $1,500) basis. We will select which job boards are effective for your search
based on our experience using posting sites within the selected grouping. Please note, we will
always distribute through our commercial electronic messages (direct e-mail) and on national
sites which are free, even if the “Regional” package is selected.
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Pendleton School District
Superintendent Search - 2016
Qualifications
*Consultant Recommendations*

After reviewing information collected from the staff, students, community, Board policy, and assembling
responses from the online questionnaire, Consultants recommend the following criteria, profile and
characteristics for use in the superintendent search.

Who Are We?

Dedicated, long-tenured teacher, administrator and support staff

Successful arts, music and athletic programs

Up to date technology and upgraded facilities

Small town in Eastern Oregon with boundless outdoor recreation opportunities
Innovative early childhood education programs

Close working relationship among employee groups

Committed to helping all students succeed

Strong community support with recently passed $55M capital bond

“We are proud of our schools”

The Pendleton Round Up

What's Next?

Find creative solutions to reduce class sizes

Continue strong emphasis on music, arts and athletic programs
Maintain a standard for quality, stable and consistent district leadership
More emphasis on CTE and STEM course offerings

Graduate all students and be sure none are overlooked

Establish better communication among all groups

Become a destination for the best teachers, staff and administrators

Minimum Job Requirements (from Board Policy CBA)

A current Oregon administrative license with an authorization for all levels, a superintendent’s
endorsement or a transitional superintendent license;

A master’s or doctorate degree in the field of education, preferably in educational administration;
Successful teaching experience at the elementary or secondary school level;

Service as a superintendent or administrative experience in the central administration of a school
system;

In lieu of the experience and training requirements above, the Board may consider as a candidate
for its superintendent’s position an individual who meets transitional administrator or exceptional
administrator license requirements.
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Essential Job Skills (from Board Policy CBA)

Success in leadership roles with staff, community and professional peers;

Ability to communicate effectively, both orally and in writing;

Scholarship intelligence and excellent ability to plan and organize

Training, experience and success in personnel selection, evaluation and development;

Knowledge of curriculum development, implementation and evaluation;

Knowledge of business and support service systems which facilitate planning, control and

accountability;

Experience in administering collective bargaining agreements;

e Ability to motivate other administrators and significantly involve them in the decision-making
process;

e Strong management skills; and the desire and ability to motivate and innovate, taking advantage

of the district’s strengths;

Leadership Skills (from focus groups & online survey)

Builds collaborative working relationships with staff and community

Demonstrates strong decision making and problem solving ability

Provides visionary and empowering leadership throughout the district

Is highly visible and involved in the schools and community

Serves as instructional leader and role model for staff with a background in the classroom
Demonstrates a solid budgeting skills and understands Oregon school finance

Wants to be a part of the Pendleton community and embraces its values and traditions
Respects and values the contribution of all members of the school and local community
Knowledgeable about all levels of education; elementary, middle, and high

Genuinely cares about each student’s success and well-being

Willingly reaches out to partner with parents, community and local businesses

Desired Candidate Profile (from focus groups & online survey)

Effective communicator
Good listener

High degree of integrity
Approachable/personable
Student first focus

Enjoys working with kids
Willing to make tough decisions
Collaborator

Follows through
Open-minded
Enthusiastic

Culturally responsible
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Code: CBA

: : Adopted: 01/10/89
Pendleton SChOOI DIStrICt 16R Revised/Readopted: 4/12/10; 5/13/13
Orig. Code(s): CBA

Qualifications and Duties of the Superintendent
The Board requires the superintendent be a strong educational leader who has the following professional
experience and training:

1. A current Oregon administrative license with an authorization for all levels, a superintendent’s
endorsement or a transitional superintendent license;

2. A master’s or doctorate degree in the field of education, preferably in educational administration;
3. Successful teaching experience at the elementary or secondary school level,

4.  Service as a superintendent or administrative experience in the central administration of a school
system.

In lieu of the experience and training requirements above, the Board may consider as a candidate for its
superintendent’s position an individual who meets transitional administrator or exceptional administrator
licensure requirements. The Board may, jointly with the individual, submit an application for such license
for Teacher Standards and Practices Commission approval pursuant to OAR 584-080-0151 and 584-080-
0161.

The superintendent will have the following personal and professional qualities:

1. Success in leadership roles with staff, community and professional peers;

2. Ability to communicate effectively, both orally and in writing;

3. Scholarship, intelligence and excellent ability to plan and organize;

4.  Training, experience and success in personnel selection, evaluation and development;

5. Knowledge of curriculum development, implementation and evaluation;

6.  Knowledge of business and support service systems which facilitate planning, control and
accountability;

7.  Experience in administering collective bargaining agreements;

8. Ability to motivate other administrators and significantly involve them in the decision-making
process;

9.  Strong management skills; and the desire and ability to motivate and innovate, taking advantage of
the district’s strengths.

Qualifications and Duties of the Superintendent - CBA
1-4



General Functions

1.

The superintendent is the chief executive officer and, under the direction of the Board, is responsible
for control and operation of the school system, and for implementing the decisions and policies of
the Board.

The superintendent has the authority to formulate and delegate duties and responsibilities to
subordinate administrative personnel. The delegation of such duties and responsibilities, however,
will not relieve the superintendent of responsibility for the action taken under such delegation.

Specific Functions

The superintendent will have the duty and authority to perform the following specific functions:

1.

2,

10.

11.

12.

13,

Serve as educational leader to the Board, staff and community;
Act as the Board’s chief administrative officer;
Serve as district school clerk, performing such duties as required by law or by the Board;

Schedule meeting places, prepare an agenda and record minutes for all Board meetings and other
committee meetings authorized by the Board;

Attend all regular and special meetings and executive sessions of the Board, except when excused
for his/her own salary and performance review;

Serve as executive officer of the budget committee and prepare an educational plan that is the basis
for formulating the district’s budget;

Administer adopted Board policies;
Annually review adopted Board policies and make recommendations for needed changes;

Advise, inform and make recommendations to the Board on matters of policy and other required
action(s), and inform the Board on all phases of district operation;

Provide an ongoing program of communication to and from the community, staff and Board
concerning the school program and district activities;

Assess trends and changing procedures in salary negotiations and assist the Board in collective
bargaining and salary consultation with district employee groups;

Serve as a member of the Board’s salary consultation and negotiations teams, and make
recommendations to the Board on all issues;

Direct the implementation and administration of all agreements resulting from the consultation or
negotiation process;

Qualifications and Duties of the Superintendent - CBA
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14.

15.

16.

17.

18.

19.

20.

21.

22,

23

24,

25.

26.

27.

28.

Develop and file a complete list of position descriptions, with job descriptions within each
classification for all classes of personnel; review and change those descriptions as needed or
directed by the Board;

Formulate and recommend for Board adoption such personnel policies as may be necessary for
efficient functioning of the district staff. Policies approved by the Board will be included in the
written rules and regulations of the district;

Make rules and reasonable regulations to govern routine matters and see that such rules and
regulations are communicated to employees concerned;

Resolve problems of operations and settle disputes referred through administrative channels;

Work with staff organizations and committees in the development of sound personnel practices and
procedures and provide for their implementation;

Assume responsibility for the development, maintenance and operation of a constructive program of
in-service, training and education for all school system employees. For this responsibility, the
superintendent may employ lecturers, grant temporary leave from work, approve reimbursement for
extension or college courses and develop professional library facilities as required, subject to Board
approval;

Recommend to the Board, the appointment, renewal, contract extension, contract nonrenewal,
contract nonextension or dismissal of licensed district employees in accordance with state law, Board
policy and the employee’s collective bargaining agreement, as applicable;

Appoint, promote, demote or discharge classified and nonrepresented employees as provided by state
law, Board policy, collective bargaining agreements and meet and confer agreements, as applicable;

Assign or transfer all district employees in accordance with state law, Board policy and the
employee’s collective bargaining agreement, as applicable;

Evaluate the performance of all district administrative personnel in accordance with state law and
Board policy, and make recommendations for those positions to the Board before March 15 of each

year;,

Evaluate the performance of licensed and classified personnel in accordance with state law, Board
policy and the employee’s collective bargaining agreement, as applicable;

Assign and control the promotion of students;
Maintain a continuous inventory of all district property, furniture, material and supplies;

Recommend plans for repairs to district property and for new construction and see that all plans
adopted by the Board are properly executed;

Establish procedures to involve teachers, principals, supervisory personnel and representatives from
student and community groups in the preparation and selection of courses of study and other
instructional materials;

Qualifications and Duties of the Superintendent - CBA
3-4



29. Recommend instructional materials, instructional supplies and school equipment to be purchased by
the district;

30. Direct the preparation of the budget, prepare the budget message for presentation to the budget
committee, supervise the administration of all fiscal policies of the district and serve as custodian of
all district funds;

31. Develop and recommend to the Board long-range plans for educational programs, facilities and
financial resources that are consistent with population trends, district goals and community needs;

32. Direct the district in its relationships with federal, state and local government agencies;

33. Cooperate with universities and colleges in their student-teacher training programs;

34. Attend local, state and national meetings, conferences and workshops as deemed beneficial to the
interests of the district;

35. Visit, as may be required, all district schools as a regular part of a schedule and institute and carry
out such regulations, as may be necessary, to attain their efficient operation;

36. Direct the administrative staff in establishing and changing, as needed, school attendance area
boundaries subject to Board approval,

37. In cases of matters not specifically covered by Board policies, take appropriate action and report such
action to the Board no later than the next regular Board meeting;

38. Have other power and duties as may be approved by the Board, and as may be necessary to fulfill the
functions of the office of superintendent.

END OF POLICY

Legal Reference(s):

ORS 327.133 ORS 342.175 OAR 584-036-0035(1)

ORS 332.075 ORS 342.200 OAR 584-046-0005 to -0024

ORS 332.515 OAR 584-048-0085 to -0095

ORS 342.125 OAR 581-022-0102 to -1940 OAR 584-080-0151

ORS 342.140 OAR 581-023-0006 to -0050 OAR 584-080-0152

ORS 342.143 OAR 584-020-0000 to -0045 OAR 584-080-0161

ORS 342.173

Cross Reference(s):

CBG - Evaluation of the Superintendent

Qualifications and Duties of the Superintendent - CBA
4-4
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