[image: ]
SCHOOL ROLES AND RESPONSIBILITIES CHART
A TOOL FOR PRINCIPALS LEADING OPPORTUNITY CULTURE SCHOOLS
School: 	 						School Year:  	 			Completed By: 	 

Directions: List each position and indicate roles and responsibilities. If time use will vary by individual during the year, rather than being preset and fixed, a default estimate can be entered and altered later, or determined as an estimated average with individuals each semester or year.
These cells may be copied into a database or spreadsheet. However, the simple format here makes information easy to print and share. 
	POSITION
	MATCH TO OC JOB DESC’N
	NAME
	ACCOUNTABLE FOR WHAT SUBJECTS/
GRADES?
	REPORTS TO?
	PEOPLE/
POSITIONS REPORTING TO THIS ONE
	EST. % TIME TEACHING (OR CO-TEACHING)
	ESTIMATED % TIME LEADING
	SHOW WHO DOES EACH OF BELOW
 FOR THIS POSITION/PERSON

	
	
	
	
	
	
	
	PLAN
CONTENT
	PLAN
 MEETINGS
	LEAD 
MEETINGS
	COACHING
	GUIDE/
DIRECT
	COACH/
GIVE FEEDBACK
	INPUT INTO EVAL
	FORMAL FINAL EVAL
	RECOMMEND FOR PROMOTION
	OTHER

	Example: 
MCL 1
	MCL
	J. Doe
	1st grade
core subject
	Principal
	J. Smith/
Team T.

R. Jones/
team T.
	60
	10
	5
	10
	15
	Princ.
	Principal & peer MCLs
	1st-grade staff; peer MCLs 
	Princ.
	Principal
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