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Date Approved BOE:  June 21, 2012 
FLSA Status:  Exempt 
Union Affiliation:  Non-Union 
Salary Range:  $150,000 - $170,000 / yr. 

 
 CHIEF ACADEMIC OFFICER 

 
GENERAL STATEMENT OF DUTIES: 
 
The Chief Academic Officer is responsible for assisting the Superintendent with leadership and 
supervision in developing, achieving and enhancing instruction, curriculum, assessment and 
Special Education programs and services. This position supervises and manages all academic 
service areas, which include, but is not limited to, instructional improvement, curriculum and 
instruction, professional development, exceptional children services, academically gifted 
services, extracurricular activities, and support services. Administers school improvement efforts 
and addresses academic concerns of teachers, parents, administrators, students, staff, and the 
community. Works with other departments and outside agencies to share information and 
determine the most effective means of meeting student needs. Supervises a staff of professional, 
technical and clerical personnel, works on various special projects as assigned by the 
Superintendent. Reports to the Superintendent. 
 
EXAMPLES OF WORK:  (Illustrative only) 
 
Serves as leader of all areas aligned to academic outcomes including, but not limited to, 
academic improvement, curriculum, professional development, special populations (exceptional 
children, academically gifted, English as Second Language), Special Education programs and 
support services.   
Directly supervises leaders of all content areas, which includes, but is not limited to, instructional 
improvement, curriculum and instruction, professional development, exceptional children 
services, academically gifted services, co-curricular activities, extracurricular activities, and 
support services. 
Sets goals and assists with planning academic programs; Assists with decision making and 
problem solving and; Monitors progress of the programs. 
Works closely with all academic areas to evaluate existing curriculum programs based on 
general observation and the results of CMT and CAPT testing. 
Develops collaboration and cross-departmental teams with Research and Accountability, Student 
Services, and Curriculum and Organizational Development to improve services and develop the 
capacity of schools for continuous improvement. 
Provides leadership in the evaluation process, and day-to-day operation of all schools. 
Prepares and delivers written and oral presentations on academic accountability to the Board of 
Education, principals, teachers, parents and community groups. 
Attends regular meetings of the Board. 
Conducts staff meetings, and attends other related meetings. 
Collaborates with school system departments, community agencies, local universities, maintains 
contact with other school systems to share ideas and information. 
Conducts special projects as requested.  
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CHIEF ACADEMIC OFFICER (Continued) 
 
Makes presentations to the community, performs tasks requested by the Superintendent. 
Assumes leadership role on the Superintendent's Cabinet. 
Assists with long-range strategic planning; Assists with developing system-wide budgets, plans, 
policies and activities. 
Performs various duties as assigned by Superintendent. 
Assists in determining the types of programs needed by schools and makes appropriate 
recommendations; Addresses the needs of staff. 
Provides input on professional development activities.  
Monitors the latest research, trends and developments in all areas of education and interprets 
these matters for the Superintendent, and the Board of Education. 
Provides direction for research and testing for measuring the effectiveness of the system-wide 
educational program. 
Monitors legislation affecting the schools. 
Performs other related work as required. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 
Broad knowledge of the theories and practices of school administration, including some 
knowledge of modern business administration and public administration practices.  Thorough 
knowledge of modern educational theories and practices of instruction, curriculum development, 
program development, assessment, special education programs and personnel administration as 
applied to the operation of a school system.  Demonstrated ability to plan, organize, supervise, 
coordinate and evaluate the work of others on a large scale.  Ability to provide positive 
leadership ability to communicate effectively, both orally and in writing.  Initiative, 
resourcefulness and sound judgment in resolving school administrative problems.  Has 
demonstrated ability to handle labor management relations. 
 
MINIMAL ACCEPTABLE TRAINING AND EXPERIENCE: 
 
Possession of an Intermediate Administrative Certificate (092) or its equivalent issued by the 
State of Connecticut.  Seven years of successful classroom teaching, five years of experience as a 
central office administrator in a Pre-K-12 system, including supervision of principals, vice 
principals, and other administrative staff.  Experience in an urban school district and/or a multi-
cultural environment preferred. 
 
 Certificates 065 or 165 and 093 are preferred.  The Superintendent of Schools may recommend 
to appoint/assign a candidate with acceptable training and experience to this position.    
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Date Approved BOE:  June 21, 2012 
FLSA Status:  Exempt 
Union Affiliation:  SAW 
Salary Range:  $130,000 - $150,000 / yr. (subject to SAW negotiations) 

 
DIRECTOR OF SPECIAL EDUCATION AND PUPIL PERSONNEL SERVICES 

 
GENERAL STATEMENT OF DUTIES:   
 
Administers, supervises and coordinates the various special service educational programs in both 
public and non-public schools; Also does other related work as required.  Works closely with 
guidance personnel, special education teachers, psychological examiners, social workers, and 
administrators of various schools.  Special education services defined as mentally retarded, 
physically handicapped, speech and hearing impaired, socially maladjusted, emotionally 
disturbed, learning disabled, talented and gifted.  
 
DISTINGUISHING FEATURES OF THE CLASS:   
 
The Director of Special Education and Pupil Personnel Services is responsible for planning, 
developing, implementing, organizing, administering and evaluating special services 
programs, guidance and pupil personnel services; Cooperates with administration and other 
professional staff members. The programs include the following areas:  psychological 
services, social services, speech and hearing services, physically mentally handicapped, 
socially maladjusted, and otherwise entitled to special education services per State and/or 
Federal Laws.  Direct supervision is to be exercised over all Supervisors of Special 
Education, special educational teachers and specialists, and others including office staff 
involved in the program; Works directly under the Chief Academic Officer.  
 
EXAMPLES OF WORK:  (Illustrative only)   
 
Plans, develops, organizes and supervises the various special pupil programs consistent with 
state and federal legislative requirements. 
Provides professional leadership in setting department policy and practice consistent with the 
policies of the Board of Education and the total school program.  
Supervises and evaluates the professional staff of the Special Education Department, promotes 
growth through group and individual activities.  
Directs and coordinates the work of special education supervisors: including psychological 
services, social work services, speech and hearing services and special education personnel. 
Develop and conduct in-service training programs in special education area, and Professional 
Development. 
Explains the philosophy of special education programs and faculty conferences and newsletters.  
Works effectively with administrators, teachers, guidance personnel and specialist to establish a 
complete program of special education services. 
Observes special education children in classrooms and special education settings.  
Maintains updated knowledge of State and Federal laws and guidelines pertinent to special 
education programs.  
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DIRECTOR OF SPECIAL EDUCATION AND PUPIL PERSONNEL SERVICES (Cont) 

 
Coordinates the services of the special education department with the total school progress 
through close liaison with the instructional and administrative staff, particularly the Chief 
Academic Officer. 
Assists the Chief Academic Officer in the selection, assignment and evaluation of Special 
Service personnel in the preparation of the annual budget for the department, state 
reimbursement claims and contracts with institutions and private schools.  
Develops and maintains a referral system for the screening, appraisal, planning and 
placement and/or follow-up of pupils who need special education services. 
Directs the development and supervises the operation of Pupil Planning and Placement 
Teams (P.P.T. & I.E.P.) to deal with pupil problems including discipline, excessive absence, 
suspensions, exclusions, special admissions, transfers, institutional placement, and court 
referrals.  
Develops and maintain a close working relationship with the school nurses and other Health 
Department staff. 
Promotes and maintains communication and a close working relationship between the 
department and the community, including clinics, agencies and the public at large. 
Maintains liaison with State Department consultants and city officials in all appropriate 
areas. 
Performs such additional duties as may be delegated by the Chief Academic Officer. 
 
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:   
 
Comprehensive knowledge of modern principles and practices related to special education 
services; Knowledge of principles and practices in educational services; Comprehensive and 
detailed knowledge of modern principles and practices of school administration on the 
elementary and secondary levels; Knowledge of the theory, use and interpretation of various 
tests; Knowledge of research and statistical techniques; Knowledge of the rules and regulations 
of the Board of Education and the Connecticut State Statutes governing school programs; Ability 
to plan, develop, implement and supervise programs on a large scale in public schools and in 
non-public schools as applicable; Ability to secure the cooperation of others to promote 
interdisciplinary cooperation in difficult work situations; Ability to plan and implement 
innovative programs; Adheres to confidentiality of students; Imparts confidence and leadership 
in dealing with fellow professionals and in planning and implementing innovative special 
education programs.  
 
ACCEPTABLE EXPERIENCE & TRAINING:   
 
Possession of an Intermediate Administrative Certificate (092) or its equivalent issued by the 
State of Connecticut.  In addition, a Connecticut Certificate in Special Education (065 or 165) or 
Pupil Personnel Services.  Five years as special education teacher and a pupil personnel worker, 
three to five years experience as an administrator/supervisor in the area of special education 
and/or pupil personnel services.  Experience in an urban school district and/or a multi-cultural 
environment preferred.  
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