
11/1 Special education summer school claim, Orphanage Act claims

11/1 Begin verification process for child nutrition program

11/1 Prepare Truth in Taxation Notice based upon tentative levy

11/1 Continue financial projections for levy

11/1 Prepare notes and appreciation items for National Education Week

11/1 Last day to canvass election results (referendum)

11/1 Begin preparation for school closing

11/1 Fall housing report due

11/4
III Conference--Final arrangements (dinner for board, room changes, 

etc.)

11/6 Remind principals of time change and reset clocks (11/6/16)

11/7 First day to circulate petitions for school board elections

11/7 Final changes to transportation claims

11/15 Approval of bills

11/15 Financial reports: investments, cash flow

11/15 Review the tax levy with the Finance Committee

11/15 Set special meeting for estimate of tax extension

11/15 Ten year life safety report-architect

11/15 Review district technology plan

11/15 Verify dates and distribution of first quarter report cards

11/15 Proposed curriculum changes/textbook requests due for next year

11/15
School improvement updates from building principals (individual 

meetings)

11/15 Resolution to establish the proposed estimation of tax levy

11/15 Set time and date for truth in taxation hearing

11/15
Last day to file report of actual administrative expenditures for the 

prior year from AFR

11/15 Submit immunization reports to ISBE

11/15 Obtain October attendance from buildings

11/15 Unfilled positions survey due to ISBE

11/15 NCLB monitoring instrument

11/15 Check renewal of ISBE waivers for January approval

11/15 Review waivers for spring legislative approval

11/15
Send letters to textbook vendors requesting samples of new materials

11/17 NCLB Title I comparability

11/17 NCLB performance report

11/18-11/20 Triple III Conference

11/30 Prepare annual statement of affairs for 12/15 deadline

Tuesday 11/1

IASA Director of Communications Michael Chamness presents a 

course designed to offer tips on how to develop messages for your 

community and the media, how to handle crisis communications, how 

to spread the good news that is happening in your school district and 

how to develop a communications plan.You may inquire about hosting 

a presentation by telephoning 217-753-2213.
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Wednesday 11/2

Stephen R. Covey calls the process of truly listening to others as 

“passing the Indian stick.” Using this metaphor, Covey explains that 

before one should respond to another’s position, the listener has to 

first explain to the speaker what the speaker is saying to the 

speaker’s satisfaction. At this point, the speaker can pass the Indian 

stick to the listener. This is a good practice to display when listening to 

complaints or concerns. Identify what the complaint or concern is 

before responding.

Thursday 11/3

The use of exit cards are simple checks of student understanding of 

instruction on a regular basis. ActivVoters or TurningPoints hardware 

can also help a teacher collect information. Students answer multiple 

choice questions during a lesson by a vote with an infrared remote. 

Teachers immediately see how many students mastered the concept 

and can then either continue on with the lesson or stop to review key 

points. 

Friday 11/4

In your personal life you need to remember that you are a public 

servant. Any indiscretions in your personal life will be magnified 

because of your public position. Be consistent in personal and 

professional behavior. You have too much to risk by doing something 

that you will later regret.

Sat/Sun 11/5-11/6

Remember that email is a written communication that can be sent to 

others or discovered by others with a FOIA request. Before 

responding to a school board member or, for that matter, to anybody 

when you are angry, first write the email in draft form and review it the 

next day prior to sending. You will find that almost all email responses 

written while angered will never be sent upon time and reflection.

Monday 11/7
When things are going well and you are being complimented, make 

sure to credit your staff for the success.

Tuesday 11/8

Take time to meet your local legislators. Visit the Illinois General 

Assembly website at www.ilga.gov to find office locations, phone 

numbers and email addresses.  Visit the Government Relations page 

on the IASA website for information on current legislation relevant to 

Illinois public schools.

Wednesday 11/9

Properly conducted school board meetings are important to 

successful Board-Superintendent Relations. School board members 

need enough time and information to properly reflect on agenda items 

brought to them for consideration.

Thursday 11/10

The material given to school board members, the news media and the 

public is a direct reflection on the work and preparation of the 

superintendent and his/her staff.

Friday 11/11

As we express our gratitude, we must never forget that the highest 

appreciation is not to utter words, but to live by them. John Fitzgerald 

Kennedy

Sat/Sun 11/12-11/13

A good group brainstorming technique is often referred to as 

snowball. Pair group members and ask them to record ideas on a 

particular topic. Then have the pairs find another pair to continue the 

collaboration. Ask each combined group to make a record of their 

shared dialogue. Continue until there are large enough groups then 

share the information. Model this technique and encourage teachers 

to use it in the classroom as well. It’s a wonderful way to make sure 

all student voices are heard.  

Monday 11/14

Recognize staff and students on a regular basis at school board 

meetings. Many excellent occurrences arise in education and those 

who excel should be recognized. 



Tuesday 11/15

The consent agenda format is an effective procedure to utilize with 

routine agenda items. Your school board, by policy, can allow for 

agenda items to be grouped together and passed with a single 

motion.

Wednesday 11/16

The "fist to five" technique is terrific for building consensus in a group, 

especially when there are several issues at hand. Each time you’d like 

to know what the group is thinking, ask them to hold up a fist to five, 

showing their level of agreement. A fist will show that the person 

completely disagrees, while a five will show complete support. If the 

facilitator sees any member with less than three fingers, the group 

should stop and discuss the idea further. A quick scan of the group 

will show whether or not it’s time to move on to the next issue.

Thursday 11/17

As you progress forward in your career and in your life remember that 

everything you do, every action you take, every comment you make 

defines your legacy in the eyes of others.

Friday 11/18

I don’t know what your destiny will be, but one thing I know: the only 

ones among you who will be really happy are those who will have 

sought and found how to serve. Albert Schweitzer

Sat/Sun 11/19-11/20

Use a carousel/café process with your administrative team, staff or 

stakeholder group to brainstorm ideas on a particular topic. Identify 

key topics, and write them each on a piece of chart paper placed on 

various tables. Allow groups to rotate around the room and jot ideas 

on each topic. Have one person stay at each table to share previous 

conversations as groups rotate. This process allows groups to think 

more deeply with each rotation. It is also a great instructional tool for 

teachers to use in the classroom and can be used to differentiate 

instruction. Struggling students can stay at a table where a topic they 

need reinforcement on is being discussed.    

Monday 11/21

The National School Board Association says, “An effective leadership 

team = a board that governs + a superintendent that administers.”

Tuesday 11/22

Did you know that "Aerobic exercise just twice a week halves your risk 

of general dementia? It cuts your risk of Alzheimer's by 60%". John 

Medina in Brain Rules

Wednesday 11/23

Superintendents need to remember that board members want to be 

involved in “important work. “The old-time passive-reactive school 

board that merely responds to finished staff work cannot provide the 

leadership that the times demand: in making truly strategic decisions, 

in selecting key district innovation targets, in monitoring district 

educational and administrative performance, and in building district 

ties to the wider community.” Houston and Eadie, 2005

Thursday 11/24

If you have found that a good working relationship does not exist 

between the school board and the architect, school attorney, etc., 

then make the recommendation to your school board to begin 

investigating a company or firm that you can work with.  You will need 

to contact these people and must establish a positive working 

relationship to ensure success.  Make the change now instead of 

later.

Friday 11/25

Whenever it came time to make a decision, especially if the item was 

contentious, I always referred back to the question: What would be 

best for the students of the school district? Even if I thought this 

recommendation may be defeated, I always thought it was best to 

side with the students’ interests or needs first. Dr. Richard Voltz, IASA 

Associate Director



Sat/Sun 11/26-11/27

Review your contract goals.  Were the goals appropriate?  Are you 

making progress?  Remember that all of your contract goals must be 

met before another contract can be signed.   As you approach the end 

of the first semester, it is the ideal time to update the school board on 

your progress.

Monday 11/28

Set goals with the school board, both for the district and for yourself. 

Then review those goals annually to monitor progress and ascertain if 

your performance has measured up to what the school board wanted 

you to do.

Tuesday 11/29

Remember that emails sent in your role as a superintendent are 

“public records” and can be accessed by members of the public via a 

Freedom of Information Request.

Wednesday 11/30

Dr. Cooper writes that 60% of adult Americans follow no form of 

regular exercise! Worse still is the fact that the rate of obesity among 

our children has tripled in just over a decade.


