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July
· Final budget preparation
· Finish hiring staff for upcoming year
· Monitor summer maintenance projects
· Receive new taxable valuations statements
· Plan in-service days for August
· Prepare teachers’ opening day packets (collective bargaining agreement, handbooks, mission statement, phone list, goals, safety plan, crisis plan, school calendar. etc.)
· Plan new teacher orientation 
· Consolidated Application (E-Grant)
· Set opening evening potluck with the board

August
· Building walk-through-Touch base with maintenance personnel
· Final budget adoption meeting
· Coaches meeting and directives
· Send welcome letter to staff and outline PIR days for them

September
· Fall Report-Annual Data Collection-TEAMS
· Work with Business Manager-TOE
· Walk through buildings and listen to concerns from staff
· Attend Fall Superintendents Conference
· Teacher evaluations

October
· Attend MCEL-Board Dinner?
· Teacher evaluations

November
· First round of teacher evaluations due
· Book rooms for next years’ MCEL
· Send Superintendent evaluation forms to the Board for review in January

December
· MHSA proposals to the Board
· Plan holiday break maintenance priorities and schedule
· Line up teacher in-service presenter for January
· Work with principals to prepare for holiday concerts
· Teacher Evaluations

January
· Go over evaluations with the board-Get yourself re-hired-Negotiate your contract
· Make sure testing materials are ordered (SBAC)-Counselor
· Attend MHSA Annual Meeting
· Begin teacher negotiations-(if needed)
· Prepare following year calendar
· Teacher evaluations

February
· Spring enrollment count-begin work on preliminary budget for following year-OPI spreadsheets
· Prepare recommendations for classified/certified salaries
· Principal contracts and evaluations
· Get order information to teachers-Set a due date for orders
· Teacher evaluations

March
· Second round of teacher evaluations due
· Attend Spring Superintendent Conference
· Classified evaluations
· Do spring disaggregated enrollment
· Health insurance rates usually come out at this time
· Determine mill levy amounts-Call for elections
· Prepare and issue certified contracts for following year-Make recommendations to board for renewal and non-renewal.
· Begin schedule summer work for high school and junior high

April
· MREA, MTSBA, MHSA renewal rates-Pay out of current budget
· Check with AD to be sure certificates, pins, etc are ordered
· Secretaries, Administrative Assistant, Clerk, Business Manager Day-Take them to lunch and buy them flowers
· Advertise for open positions-Attend job fairs if necessary
May
· Classified contracts
· Extra-curricular and co-curricular contracts
· Bus contracts 
· Prepare for summer maintenance
· Work on spending budget before end of June-Prioritize spending 
· Mandatory attendance agreements 
· Schedule holiday concerts
· Fill fuel tanks out of this year’s budget

June
· County Transportation Meeting-Have route descriptions and maps ready
· End of the year board dinner?
· Renew school insurance
· Suspension/Expulsion logs due
· Supervise summer maintenance

Monthly
· Board packets
· Check vehicles for maintenance
· Visit local businesses-PR
· Attend extra and co-curricular activities
· Building walk through with custodians
· Walk through and visit with staff
· Staff meetings-Administrative meetings
· Attend scheduled meetings-Regional Administrators, COOP, etc
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