[EREH

ROCK RIDGE PUBLIC SCHOOLS
411 SOUTH 5TH AVENUE
VIRGINIA MN 55792

Working Session
Thursday, May 19,2022 at 5:30 PM
Rock Ridge Administration Building (formerly Spectrum Health
Building), 1405 Progress Parkway, Virginia, MN 55792

AGENDA

1. Call to order.

2. Interviewing process.

3. Budget 22-23.

4. Virginia High School Dean position.
5. Activity Directors.

6. Building and Grounds Director.

7. School Board Retreat.



Process for hiring and interviewing teachers and administrators
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Board approves posting of new position. Or, if the position which is open is refilling an
ongoing position, the vacancy is discussed in either an admin meeting or principal
meeting or between the superintendent and principal in whose building the vacancy
occurs. If internally approved by the superintendent, the vacancy is then posted by
Debbie Wiirre.
Applicants apply for position through applitrack.
Applicants must apply with

a. Cover letter
Resume
Transcripts
Letters of recommendation
Completed district application

f. Copy of licensure
Applicants are screened by administrator in charge of hiring process
Selected applicants are invited for an interview
With input from other staff, the administrator in charge of the interviews creates
questions for the interview.
Interview team is led by the administrator in charge of the interviews and the
administrator in charge of the interviews invites others to sit on the interview team. Other
teachers or administrators volunteer to sit on the interview team. Those who sit in on the
interview team are not paid if any interviews occur outside the normal work day. The
typical interview team has between 3 and 12 individuals on the team, depending on the
position being interviewed for. Each individual on the interview team usually volunteers
3-8 hours of their time. If an administrator is being hired, often a school board rep is
included on the interview team.
The interview team is told by the administrator in charge of the interviews, how to act
during the interviews, how to record their notes on each candidate, and what they can
and can’t say to the candidate.
Selected applicants interview for the position. All candidates receive the same
predetermined questions.
The interview team discusses and rates/ranks the candidates.
The administrator in charge conducts reference checks. [Note: This step is often also
included as part of step 4. It is not unusual for two rounds of reference checks to be
conducted on a candidate.]
If all references check out well, the administrator in charge brings the committee
recommendation to the school board. A district form is completed listing who was on the
interview team and other information, including the date of the interviews, and the
number of applicants and number of individuals interviewed.
The School Board approves the hiring recommendation.
All interviewing questions and notes by interviewing team are placed in district storage.
This is required by State law.
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ROCK RIDGE PUBLIC SCHOOLS
MAY 16, 2022

FUND 05 CATEGORIES

Long Term
Operating Facilities
Capital Maintenance Taconite
06/30/2021 Beginning Balance: $531,064 $1,709,804 $697,577
2021-22 Estimated Revenue
Levy $132,907 $410,114
Aid $497,556 $608,058
Taconite . $460,000

2021-22 Estimated Available Funds 51,161,527 $2,727,976 $1,157,577

Expenses
Lighting at RR Fields ($628,375)
Building Construction-Dugouts ($90,000)
Other Estimated Annual Costs (5200,000) ($170,000)
LTEM Plan ($1,308,236)
06/30/2022 Estimated Balance $243,152 $1,419,740 $987,577
2022-23 Estimated Revenue

Levy $137,023 $394,830

Aid $498,328 $624,178

Taconite $460,000
2022-23 Estimated Available Funds $878,504 $2,438,748 $1,447,577
Expenses
Building Construction-Dugouts ($90,000)
Other Estimated Annual Costs ($200,000) ($170,000)
LTFM Plan ($1,652,000)
06/30/2023 Estimated Balance $588,504 $786,748 $1,277,577

ELIGIBLE EXPENDITURES:
Operating Capital:
To acquire land for school purposes;
To acquire or construct buildings for school purposes;
To rent or lease buildings, including the costs of building repairs
Many other expenses including equipment, technology, vehicles, textbooks, etc.
Long-Term Facilities Maintenance:
Deferred capital and maintenance projects necessary to prevent further erosion of facilities.
Health and Safety capital projects
Taconite Funds:
Dedicated to building maintenance and repairs.




AD High School
Registration is online, coaches have access to all emergency contact information via an app.
(Not all students have registered online but we are working on full online registration.)
_ Online registrations still need to be cleared by the ad office Verify sports physical information for
athletes and request new physicals if sports physical is expired.
Notify students and parents about registration dates/times and deadlines, etc...
Add all sports information to Powerschool for each athlete - update sports lists in
PowerSchool which is used by the athletic office and main office for attendance and
grades.
Daily attendance reports for athletes for each sport - done separate for each sport at the end of
the school day
Add early student release information to the daily bulletin for sporting events
Scheduling games and officials High School 7 - 12 Grade
Requisition payment for game officials after each game
Working with Transportation
MSHSL Eligibility questions and penalties
Evaluation of programs and coaches
Site Supervision Approximately 150 home events
Work with transportation to coordinate trips
Ordering/approving equipment and supplies - requisition each order for the business office to
pay and/or issue a purchase order
Coaches and Students Continuing Education/Trainings
Hiring/evaluating coaches and programs
Print Programs for games
Make up cash boxes for games which includes ticket sales sheets and deposits for each game.
Schedule doors for game days
Coordinate game workers - requisition payroll for games workers at the end of each sports
season - fall, winter, spring
Requisition payments for away tournaments and meets that require a fee.
Keep track of all payments for home sports tournaments - make deposits and notify schools
who have not paid
Make varsity letter certificates and other sports certificates for athletes. Information should be
added to PowerSchool - this information is also used for sports awards given out for seniors at
the end of the school year
Order awards and prepare all data for the awards ceremony held at the end of the school year
MSHSL yearly reports, grants and registration - S
State and Section tournaments - prepare and report all data, hotels, requisitions, deposits, etc...



Community Ed

Receptionist/Assistant:

Coordinating classes and locations

Answering questions and helping with registration (all registration can be done online)- paperis

still needed though for flyers/ and sign-up. We are losing people going strictly online.
Seek out new programs

Publish CE program booklet/Newspaper ads

Schedules rooms for Virginia/Eveleth campus

Programs Doors for Virginia/ campus

Rent to outside groups.

Pay instructors, obtain background checks, show new instructors buildings and rooms.
Schedule and run Community Education Advisory meetings.

CE Director/Asst. Activities Director (possible Middle School AD)

Youth sports

Scheduling practices/gym/field time/including turf field rentals and other facilities
Volleyball, Basketball, softball, tennis, football, etc...

Possible hire coordinators

Coordinate, evaluate, and educate coaches,

Seek out and implement new programs and classes.

Help Supervise events

Schedule / Maintain- all new facilities( all fields/Gyms/ Pool.) and supervise all rentals.
Clubs - deposits, reimbursements for purchases, balance checking account, etc...




IF 2.0 AD/Community Ed Director and don't replace Secretary

- - - - - 2021-22
General Comm Ed
Fund 01 Fund 04 Total
AD/Comm Ed 1 $80,000 $55,000 $135,000
AD/Comm Ed 2 $95,000 SO $95,000
Secretary 1 SO $38,000 $38,000
Secretary 2 $38,000 SO $38,000
Rec Board SO $24,800 $24,800
Total $213,000 $117,800 $330,800
2022-23
General Comm Ed
Fund 01 Fund 04 Total
AD/Comm Ed 2 SO $135,000 $135,000
AD/Comm Ed 2 $95,000 SO $95,000
Secretary 1 $19,000 $19,000 $38,000
Secretary 2 (Retired) S0 S0 SO
Rec Board (agreement expire) SO S0 S0
Total $114,000 $154,000 $268,000
Change ($99,000) $36,200 ($62,800)
IF 1.0 AD/Community Ed Director and hire Secretary
2022-23
- o S General ~ CommEd
Fund 01 Fund 04 Total
AD/Comm Ed 1 SO SO SO
AD/Comm Ed 2 S47,500 S47,500 $95,000
Secretary 1 $38,000 SO $38,000
Secretary 2 SO $38,000 $38,000
Rec Board (agreement expire) SO SO SO
Total $85,500 $85,500 $171,000
Change ($127,500) ($32,300) ($159,800)
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Job Description
Job Title: Activities Director
Department: Administration
FLSA Status: Exempt

General Definition of Work:

Under the direction of the building principals and superintendent, but primarily the high school
principal, the Activities Director is responsible for leading, supervising and overseeing the total after
school student activity programs within Virginia Public Schools within the policies of the District, and
rules and guidelines of the National Federation, Minnesota High School League, and area conferences.
The Activities Director is responsible for assuring a whole child approach with respect to entire
programs in order to best meet the needs of students and the community. This position also runs the
Virginia Community Education program.

Performs difficult professional and administrative work developing and maintaining an effective
educational program consistent with state and federal guidelines and the philosophy, policies and goals
of the School Board, ensuring student safety, and related work as apparent or assigned. Work involves
setting policies and goals under the direction of the superintendent and building principals.

Qualification Requirements:

To perform this job successfully, an individual must be able to perform each essential function
satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable an individual with disabilities to
perform the essential functions.

Essential Functions:

Willing to and actively challenges the status quo. Uses a variety of data to identify necessary change
initiatives. Builds on data analysis to define processes and protocols in order to create or adopt new
and better ways to improve school and classroom practices. Adapts his or her leadership behavior to
the needs of the current situation and is comfortable with dissent. Communicates and operates from
strong ideals and beliefs about school and learning. Possesses well-defined ideals and beliefs about
schools and learning that align with district non-negotiable goals and creates demand for change
through sharing beliefs about school, teaching, and learning with teachers and staff.



Shares leadership in @ manner that extends and promotes the ideals and beliefs about schools and
learning throughout the community. Inspires and leads new and challenging innovations. Inspires
coaches and staff to individually and collectively accomplish school goals. Establishes strong lines of
communication with teachers, coaches, associations, booster clubs, and community groups. Leverages
communications among and between stakeholder groups to increase the adoption of new and
innovative change initiatives within the district or school. Ensures that the coaches and staff are aware
of the most current theories and practices and makes the discussion of these a regular aspect of the
school culture. Uses rigorous and relevant research and theory on effective schooling to create demand
for change by providing professional development opportunities. Establishes clear goals and keeps
those goals in the forefront of the school's attention. Understands the importance of setting high
expectations for student and adult learning and achievement. Leads the school community in the
establishment of rigorous and concrete goals to ensure student learning and achievement. Provides
staff with tools, materials, equipment and professional development necessary for the execution of
their jobs. Ensures that all staff have professional development that enhances their skills and abilities.

Seeks out additional resources to maximize outcomes for all students and adults. Fosters shared beliefs
and a sense of community and cooperation. Demonstrates an understanding of how unity of purpose,
teamwork, and commitment to the work are interrelated and support the work of the school. Involves
faculty and staff in the design and implementation of important decisions. Demonstrates an
understanding of the importance of providing opportunities for stakeholder input on important issues
and decisions. Makes quality contacts and interactions with faculty, staff and students. Develops a
systematic and strategic plan for visibility that includes frequent visits to classrooms and work areas.
Frequent interactions with all stakeholder groups. Uses visits and interactions with stakeholder groups
to reinforce the outcomes that matter to all and the overall purpose of the school.

Establishes a set of standard operating procedures and routines. Maximizes the established policies,
procedures, and routines to build a culture that is safe, orderly and enhances student, faculty and staff
to engage in meaningful and productive work. Lead advocate and spokesperson of the school to all
stakeholders. Uses community relationships as both tangible and intangible assets to engage all
stakeholders in family and community involvement initiatives. Demonstrates awareness of the personal
aspects of all faculty and staff. Implements strategies to ensure productive working relationships.
Recognizes and rewards and celebrates school and individual accomplishments and acknowledges
failures. Inspires all stakeholders to make significant contributions. Protects coaches and staff from
issues and influences that would detract from their time or focus. Serves as a champion for protecting
and maximizing coaching and instructional time and focus to assure an effective learning environment.
Performs other duties as assigned.

This position supervises, evaluates, and delegates responsibilities accordingly. Develops and maintains
a handbook for coaches and advisors. Assists, advises and implements procedures for improving after
school advisors and all coaches and after school instructors and community educators. Supervises
coaches. Plans and schedules all activity events. Develops and coordinates supervision schedules for
home activity events using administrators, site managers, officials, volunteers, etc. Coordinates the
public relations and publicity for all activity events and programs. Prepares and recommends the



budget for the activity’s program. Approves and authorizes an expenditure and payment of all invoices
and purchases orders. Coordinates and monitors and accounting and tracking of the department
budget. Supervises the use and coordinates the maintenance of all school-owned equipment, supplies
and physical facilities used by the activities program. Collaborates with the Maintenance Director of
athletic fields on their improvements.

Knowledge, Skills and Abilities:

Comprehensive knowledge of the policies, practices, methods and techniques used in the
administration and supervision of a school; thorough knowledge of prescribed school board policies
and procedures; thorough skill in oral and written communication; thorough skill in the use of personal
computers and related software packages; thorough skills in outstanding leadership and personal
characteristics; ability to motivate others to reach their fullest potential; ability to make arithmetic
computations using whole numbers, fractions and decimals; ability to compute rates, ratios and
percentages; ability to understand and apply governmental accounting practices in maintenance of
financial records; ability to establish and maintain effective working relationships with associates, area
activities directors, coaches, the Minnesota High School League, the school board, parents, elected
officials, students, staff, superintendent and the general public. Completes all federal and state title
applications.

Education and Experience:

Bachelor’s degree in education, or related field and moderate experience teaching, or equivalent
combination of education and experience. Certification as an athletic/activities director preferred.
Head coaching experience is preferred.

Physical Requirements:

This work requires the occasional exertion of up to 50 pounds of force; work regularly requires sitting,
frequently requires speaking or hearing and reaching with hands and arms and occasionally requires
standing, walking, using hands to finger, handle or feel, pushing or pulling, lifting and repetitive
motions; work has standard vision requirements; vocal communication is required for expressing or
exchanging ideas by means of the spoken word and conveying detailed or important instructions to
others accurately, loudly or quickly; hearing is required to perceive information at normal spoken word
levels and to receive detailed information through oral communications and/or to make fine
distinctions in sound; work requires preparing and analyzing written or computer data, operating
machines, operating motor vehicles or equipment and observing general surroundings and activities;
work has no exposure to environmental conditions; work is generally in a moderately noisy location
(e.g. business office, light traffic).

Special Requirements: Minnesota Education Administrator License preferred.

Last Revised: 10/20 (V)
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