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PRINCIPAL 

POSITION DESCRIPTION 
 

Biblical Foundation- “It was he who gave some to be…pastors and teachers to prepare God’s 

people for works of service so that the body of Christ may be built up, until we all reach the 

unity in the faith and the knowledge of the Son of God and become mature attaining to the 

whole measure of the fullness of Christ.” Ephesians 4:11-13 

Purpose- The Primary purpose of the school principal is to lead towards unity with the 

mission of the church in making disciples of Jesus Christ. This flows from the redeeming work 

of Jesus Christ through the power of the Holy Spirit into all aspects of the school ministry.  

Main Areas of Responsibility- 

The principal serves as leader in the following areas (1) Spiritual Leadership (2) Supervision of 
Instruction (3) Administration.   

1) Spiritual Leadership 

The principal provides leadership for the school’s spiritual climate through age appropriate 
development of faith and life under the guidance of the Holy Spirit.  This climate is one which fits 
under the overarching umbrella of discipleship for the entire church. The goal is to work in a 
collaborative effort with parents, teachers and staff, students and the entire congregation as it 
carries out its mission to make disciples. 

Student Life . . .Create and maintain a school environment which positively influences students to 
experience maximum growth spiritually, physically, emotionally, socially, and academically. The 
overall climate of the school as a disciple making center is a key goal. 

Relationships . . .Relationships based on Biblical principles are the foundation with parents, 
teachers and staff, students, congregation and the broader community. Positive relationships with 
the local public school officials and other Lutheran school principals are also key relationships to 
maintain. 

Unified Ministry…Place special emphasis on the coordination and unity of school activities, events, 
and emphases within the overarching ministry of the congregation. Intentionally working to 
ensure the school’s role in the mission of the church. 

 

 

 

 



2) Supervision of Instruction 
 

The principal will provide primary direction for the selection of curriculum, selection of staff and on-

going pursuit of professional and spiritual growth for the staff so that students receive the highest 

quality of instruction and spiritual nurture. 

School Curriculum . . .Develop and supervise a plan of curriculum development that ensures 
quality in all teaching/learning activities of the school while achieving the school's purpose and 
objectives in accord with the school's philosophy 

Supervision of Teachers and Instruction . . .Lead in securing, supporting and supervising qualified 
personnel for the school. Use a variety of modes for supervision, e.g., goal setting, clinical 
supervision, peer coaching, etc. so that staff grow and strive for greater effectiveness. Maintain 
diligent personnel records including documentation and improvement plans as necessary. Lead in 
the dismissal or removal of school related staff within an approved policy. 

Professional and Spiritual Growth . . .Provide professional and spiritual growth opportunities to 
meet both individual and collective needs of faculty. Examples might be: integration of technology, 
meeting the needs of students of various levels, current trends in educational pedagogy and 
participation in district and national education conferences. The principal also provides leadership 
in Bible studies, prayer and spiritual care for the staff. 

3) Administration- 

The principal will provide leadership and assistance preparing, establishing, carrying out and 
communicating appropriate policies and procedures necessary to help achieve the school's 
purpose. 

Building and Grounds . . .Work cooperatively with the Business Administrator in developing and 
supervising plans for building care and maintenance. This includes the long term facility needs and 
working with the appropriate staff towards an on going capital improvement plan. 

Financial Planning and Accounting . . .Provide leadership and help in the fiscal management of the 
school to assure quality Christian education in accord with good stewardship practices and fiscal 
procedures. Coordinate fundraising events, promote the Education Grant Fund, and seek other 
funding via grants, donations, etc. 

Governance…Provide direction for strategic planning, policies and procedures as appropriate to 
the congregational polity.  

Office Management . . .Manage the office and affairs of the school including: (1) appropriate 
records of students, faculty and staff; data and information appropriate for maintaining a school 
history file; minutes of meetings, including official and legal transactions, (2) conduct the business 
affairs of the school in an efficient and effective manner, and (3) maintain correspondence with 
the church and staff offices and otherwise as appropriate for conducting the affairs of the school. 
(4) Oversee and supervise school related office staff within the organizational structure. 



Public Relations and Communications . . .Develop and carry out a program of printed and 
personal communications for the constituent groups of the school community to keep them 
informed about the school, involve them in the work of the school so as to enhance their goodwill, 
support and confidence in it.  Acknowledge individuals, organizations and others for services 
and/or gifts provided to the school. Serve as a spokesperson for the Day School Ministry, its 
policies and programs. 

Student Recruitment and Admissions . . .Oversee the recruitment, admissions and retention 
strategies of the school. 

Student Services . . .Supervise the hot lunch program and the hiring of personnel in conjunction 
with the Business Administrator. Provide guidance to the Extended Child Care program in 
conjunction with the ECC Director. Oversee the Parent-Teacher related activities. Provide guidance 
for the Athletic Director as necessary. Coordinate efforts in counseling services, remedial 
assistance, volunteers, transportation, etc. 

Authority 

The Board of Christian Education delegates to the principal the responsibility for the daily 

operation of the school.  The Principal administers and supervises the program in accord with 

polices adopted by the Board.  Where no policies exist, the Principal uses sound administrative 

and supervisory judgment. The Pastor is an ex-officio member of this board. 

Accountability 

The Principal is accountable to the congregation through its Senior Pastor. The principal meets 
regularly with the Pastor for prayer and Bible study, to coordinate vision and mission, set goals, 
and coordinate a unified direction for the church. The principal provides leadership so that the 
school's purpose is in harmony with established policies for the furthering of the ministry of the 
church. The Pastor is to regularly evaluate the Principal to provide feedback for an effective team 
ministry. 

Support 

The principal works towards a collaborative relationship with the entire staff: Pastors, Business 

Administrator, Professional and Support staff. This team provides regular prayer support for each 

other and also serves as a sounding board for a strong united ministry throughout the entire 

church. The principal is expected to attend Voters, Church Council, Board of Christian Education, 

and other auxiliary meetings as necessary. The congregation commits to provide adequate 

financial support, health and retirement benefits, professional development support as well as 

emotional and spiritual care for the principal. This includes encouragement, respect, and 

appropriate Biblically grounded admonishment when necessary. 

 

 



Sample of related tasks 
To be reviewed annually 

 

The Principal: 

1. Meets regularly with the pastors and other staff to plan their participation in 
school activities. 

2. Prepares reports required by local, state, LCMS national and District officials and 
keeps current files of reports. 

3. Communicates school news to parents regularly. 
4. Prepares annual school handbook, faculty handbook, etc. 
5. Oversees the ordering and purchases of all school materials and equipment and 

keeps a complete inventory. 
6. Oversees all school related income, maintains an accurate financial record and 

ensures appropriate auditing procedures. 
7. Provides primary leadership in the development of the school’s annual budget. 
8. Prepares the agenda for the Board of Christian Education in consultation with 

the chairperson and communicates the decisions of the board to the appropriate 
stakeholders. 

9. Leads in the creation and coordination of the school calendar with the entire 
church calendar. 

10. Oversees the school’s technology plan. 
11. Works with the public school superintendent in carrying out busing, special 

education and other cooperative programs. 
12. Meets regularly with the public school superintendent and principals of other 

public schools. 
13. Coordinates school related activities with other ministry agencies in the 

congregation. Eg. Family ministry, children’s ministry, youth ministry. 
14. Develops and improves the curriculum and provides for teacher and parent 

involvement in curriculum study, construction, and revision. 
15. Supervises the instructional program of the school so that the philosophy and 

curricular objectives are fulfilled. 
16. Helps the board develop policies and implement the adopted policies. 
17. Represents the needs and points of view of the faculty and staff before the 

board. 
18. Assigns extra duties and orients new personnel to those special duties. 
19. Oversees a thorough orientation process for workers new to the school. 
20. Supervises school schedules for coordination and smooth operation of the 

instructional program. 


