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Washington International Academy School Board  

Job Description-Principal 

 

Effective Date: August 25, 2018 

 

 

JOB TITLE: Principal 

 

REPORTS TO: Washington International Academy (WIA) Board 

 

SUPERVISES: Students, teachers, and all staff of the school 

 

NATURE AND SCOPE OF JOB: 

 

The school Principal serves as the educational leader, responsible for managing the policies, regulations, 

and procedures to ensure that all students are supervised in a safe traditional Islamic learning environment 

that meets the approved curricula and mission of the school. 

 

Achieving academic excellence requires that the school Principal work collaboratively to direct and 

nurture all members of the school staff hired by the WIA Board and to communicate effectively with 

parents. Inherent in the position are the responsibilities for scheduling, curriculum development, 

extracurricular activities, personnel management, emergency procedures, and facility operations. 

 

JOB FUNCTIONS AND RESPONSIBILITIES: 

 

The school Principal shall: 

 

1. Establish and promote high standards and expectations for all students and staff for academic 

performance and responsibility for behavior. 

 

2. Manage, evaluate and supervise effective and clear procedures for the operation and functioning 

of the school consistent with the philosophy, mission, values and goals of the school including 

instructional programs, extracurricular activities, discipline systems to ensure a safe and orderly 

climate, building maintenance, program evaluation, personnel management, office operations, 

and emergency procedures. 

 

 

3. Ensure compliance with all laws, board policies and civil regulations. 

 

4. Establish the annual master schedule for instructional programs, ensuring sequential learning 

experiences for students consistent with the school's philosophy, mission statement and 

instructional goals. 

 

5. Supervise the instructional programs of the school, evaluating lesson plans and observing classes 

on a regular basis to encourage the use of a variety of instructional strategies and materials 

consistent with research on learning and child growth and development. 

 

6. Establish procedures for evaluating, updating and selecting curriculum, instructional materials 

and equipment, approving all recommendations annually. 

 

7. Supervise in a fair and consistent manner effective discipline and attendance systems with high 
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standards, consistent with the philosophy, values, and mission of the school. 

 

8. Conduct meetings, as necessary, for the proper functioning of the school: weekly meetings for 

staff; monthly staff meetings. 

 

9. Develop clearly understood procedures and provide regular drills for emergencies and disasters. 

 

10. Maintain a master schedule for all teachers. Ensuring that schedules allow for daily Prayers. 

 

 

11. Establish schedules and procedures for the supervision of students in non-classroom areas 

(including before and after school). 

 

12. Communicate regularly with parents, seeking their support and advice, so as to create a 

cooperative relationship to support the student in the school. 

 

13. Communicate and provide a monthly report to the WIA Board about the needs, successes and 

general operation of the school. 

 

14. Organize and supervise procedures for identifying and addressing special needs of students 

including health-related concerns, and physical, emotional and spiritual needs. 

 

15. Attend board meetings as requested and extra school sponsored functions (i.e. school fundraiser, 

back to school night, Graduation). 

 

16. Perform any duties that are within the scope of employment and certifications, as assigned by the 

WIA Board and not otherwise prohibited by law or in conflict with contract. 

 

17. Maintain the school's Advanced Ed accreditation in preparation for re-evaluation in 2020. 

Evaluate standards annually and oversee the development of accreditation committees.  Keep the 

WIA Board appraised. 

 

18. Provide an atmosphere of piety, obedience and charity throughout the school day. 

 

19. Evaluate the teachers on a twice a year basis, one mid-year and one end of year evaluation. 

Report to the WlA board the results of the evaluations. 

 

 

 


