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POWERS AND DUTIES OF THE DIVISION SUPERINTENDENT 
 

The Division Superintendent is a supervising official who exercises powers involving 
a considerable degree of judgment and discretion.   

  
A. School Board Liaison. The Division Superintendent is charged with performing 
duties prescribed by law, by the School Board and by the State Board of Education and is 
charged with seeing that the actions and intentions of the School Board are carried out.  
The Division Superintendent must carry out these policies of the School Board and is 
authorized to supplement them with regulations where necessary. The Division 
Superintendent or, in his/her absence or inability to attend, a person designated by him/her 
and approved by the School Board, shall be present at all meetings of the School Board 
except that, on affirmative vote of a majority of the members of the School Board, 
attendance of the Division Superintendent or his/her designee may be dispensed with at a 
special meeting of the School Board.  If matters pertaining to the Division Superintendent 
personally are under discussion at any such meeting, he/she shall remain subject to the 
call of the School Board. The other administrators and supervisors carry out the duties 
assigned by the Division Superintendent. The Division Superintendent must regularly report 
to the School Board about the status of programs, personnel and operations of the school 
division, recommend actions to the School Board, facilitate communication between the 
School Board and employees, and assist the chair in developing agenda of meetings of the 
school board. The Division Superintendent shall have the authority to delegate to other 
school personnel the exercise of any powers and the discharge of any duties imposed on 
the Superintendent consistent with applicable law, policy, bylaw, regulation, and other 
governing documents of the School Board. 
 
B. Professional Development. The Division Superintendent shall participate annually in 
high quality professional development activities at the local, state, or national levels, 
including the Standards of Quality, Board of Education regulations, and the Guidelines for 
Uniform Performance Standards and Evaluation Criteria for Teachers, Principals, and 
Superintendents. 

 
C. Educational Leader.  As the educational leader of Loudoun County Public Schools, 
the Division Superintendent: 

 
1. Supervises the principals and assistant superintendents; 
 
2. Oversees planning and evaluation of curriculum and instruction; 
 
3. Develops for approval by the school board procedures for adopting textbooks 

and other instructional materials; 
 
4. Visits schools on a regular basis, and 
 
5. Maintains a current knowledge of developments in curriculum and instruction. 

 
D. Chief Executive Officer.  The Division Superintendent enforces school laws and 
regulations, including by: 
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1. Observing directions and regulations prescribed by the Superintendent of 

Public Instruction or Board of Education; 
 
2. Reporting information to the Superintendent of Public Instruction as required; 

 
3. Promptly distributing all reports, forms, laws and regulations received from the 

Superintendent of Public Instruction; 
 
4. Enforcing school laws, regulations and decisions of the Superintendent of 

Public Instruction and of the Board of Education; and 
 
5. Developing and maintaining procedures, guidelines and regulations to 

implement School Board policy. If board action is required by law or the board has 
specifically asked that certain types of regulations be given prior board approval, these 
procedures, regulations and guidelines are presented to the School Board for approval and, 
when approved, placed in the School Board policy manual. The administrative procedures, 
guidelines and regulations are communicated to the staff and made available for their 
information. 

 
E. Personnel Management.  The Division Superintendent oversees staff personnel 
management, including by: 

 
1. Organizing recruitment of personnel; 
 
2. Reassigning personnel in accordance with school board policy; 
 
3. Administering personnel policies and programs; 
 
4. Upon request of the School Board, surveying the school division at least 

annually to identify critical shortages of teachers and administrative personnel by subject 
matter and school bus drivers and reporting such critical shortages to the School Board, the 
Superintendent of Public Instruction, and the Virginia Retirement System;  

 
5. Supervising evaluation of personnel; and 
 
6. Providing for maintenance of up-to-date job descriptions for all personnel. 

 
F. Facilities Management.  The Division Superintendent oversees facility management, 
including by: 
 

1. Preparing long- and short-range plans for facilities and sites; 
 
2. Providing for the maintenance of school property and safety of personnel and 

property; 
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3. Inspecting, or providing for the inspection of, school property on a regular 
basis; 

 
4. Overseeing the utilization of school property; 
 
5. Monitoring any construction, renovation and demolition of school facilities; 

 
6. Representing the school division before local or state agencies which control 

building requirements or provide financing for buildings, and 
 
7. Closing public school buildings which appear to be unfit for occupancy. 

 
G. Financial Management.  The Division Superintendent oversees financial 
management by: 

 
1. Preparing the budget for School Board approval; 
 
2. Ensuring that expenditures are within the limits approved by the School 

Board; 
 
3. Reporting to the School Board on the financial condition of the School 

Division; 
 
4. Establishing procedures for procurement of equipment and supplies; and 
 
5. Ensuring that an accurate record of all receipts and disbursements of school 

funds is kept. 
 

H. Community Relations.  The Division Superintendent directs community relations 
activities, including by: 
 

1. Articulating educational programs and needs to the community; 
 
2. Responding to concerns expressed in the community; 
 
3. Maintaining contact with the news media; 
 
4. Participating in community affairs; and 
 
5. Involving the community in planning and problem-solving for the school 

division. 
 

I. Student Services.  The Division Superintendent oversees student services by; 
 

1. Monitoring student services; 
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2. Providing for an adequate student record system; 
 
3. Implementing policies and programs relating to behavior and discipline of 

students; 
 
4. Maintaining programs for the health and safety of pupils; and  
 
5. Facilitating communication between the School Division and community 

agencies. 
 

J. Administration Action in Policy Absence.  In cases where emergency action must be 
taken by the school division and the School Board has provided no guidelines for 
administrative action, the Division Superintendent has the power to act, but the Division 
Superintendent must attempt to convene an emergency meeting of the School Board prior 
to taking such action when the Division Superintendent determines that it is reasonable to 
do so.  The Division Superintendent’s decisions are subject to review by the School Board 
at its next regular meeting.  It is the duty of the Division Superintendent to inform the 
School Board promptly of such action and of the need for policy. 
 
 
 
[Former Policy 3-12] 
Adopted:  6/22/93 
Revised:  5/24/11, 12/8/15, 1/25/22, 5/23/23 
Current Revision:  12/16/25 

________________________________________________________________________
____________________________________________________________________ 
 
Legal Refs.: Constitution of Virginia, Article VIII, §§ 5c., 7.; Code of Virginia, 1950, as 

amended, §§ 22.1-58, 22.1-59, 22.1-68, 22.1-69, 22.1-70, 22.1-136, 22.1-
253.13:7; 8 VAC 20-23-50, 8 VAC 20-23-60, 8 VAC 20-390-10, 8 VAC 20-
390-40, 8 VAC 20-390-50, 8 VAC 20-390-60, 8 VAC 20-390-70, 8 VAC 20-
390-80, 8 VAC 20-390-90, 8 VAC 20-390-100, 8 VAC 20-390-110; Code of 
Virginia § 22.1-253.13:5 
 

Cross Refs.: Policy 7318, Resignation of Staff Members  
 

https://law.lis.virginia.gov/constitution/article8/section5/
https://law.lis.virginia.gov/vacode/title22.1/chapter6/section22.1-58/
https://law.lis.virginia.gov/vacode/title22.1/chapter6/section22.1-59/
https://law.lis.virginia.gov/vacode/title22.1/chapter6/section22.1-68/
https://law.lis.virginia.gov/vacode/title22.1/chapter6/section22.1-69/
https://law.lis.virginia.gov/vacode/title22.1/chapter6/section22.1-70/
https://law.lis.virginia.gov/vacode/title22.1/chapter9/section22.1-136/
https://law.lis.virginia.gov/vacode/22.1-253.13:7/
https://law.lis.virginia.gov/vacode/22.1-253.13:7/
https://law.lis.virginia.gov/admincode/title8/agency20/chapter23/section50/
https://law.lis.virginia.gov/admincode/title8/agency20/chapter23/section60/
https://law.lis.virginia.gov/admincode/title8/agency20/chapter390/section10/
https://law.lis.virginia.gov/admincode/title8/agency20/chapter390/section40/
https://law.lis.virginia.gov/admincode/title8/agency20/chapter390/section40/
https://law.lis.virginia.gov/admincode/title8/agency20/chapter390/section50/
https://law.lis.virginia.gov/admincode/title8/agency20/chapter390/section60/
https://law.lis.virginia.gov/admincode/title8/agency20/chapter390/section70/
https://law.lis.virginia.gov/admincode/title8/agency20/chapter390/section80/
https://law.lis.virginia.gov/admincode/title8/agency20/chapter390/section80/
https://law.lis.virginia.gov/admincode/title8/agency20/chapter390/section90/
https://law.lis.virginia.gov/admincode/title8/agency20/chapter390/section100/
https://law.lis.virginia.gov/admincode/title8/agency20/chapter390/section110/
https://law.lis.virginia.gov/vacode/title22.1/chapter13.2/section22.1-253.13:5/
http://go.boarddocs.com/vsba/loudoun/Board.nsf/goto?open&id=A9NKM84EAFA3

