Role Clarification 

	Role:
	Role:

	My job is to ……


	Your job is to ……

	My job is not to ……


	Your job is not to ……


Notes Resource 1

Role Clarification

Issue

Confusion of roles within the school leading to conflict.
Background
Traditionally schools prepare a list of Duty Statements. These statements are helpful but conflict often arises where there are overlapping responsibilities or people make assumptions about who is responsible for a task.

Solution

1. Duty Statement published in Staff Manual and updated annually.

2. In addition staff with a Supervision or Management role completes Resource 1.

a. Resource 1 is completed by Supervisor and related staff separately during a meeting. Everyone completes all four boxes.

b. Discuss written responses leading to agreed wording for each box.

c. Each participant keeps a copy of the agreed content.

Note
1. This same progress can be used when a teacher first takes a class (Year 5 to 12)

2. Useful for school committees and their relationship with the Principal

3. Time can be saved by typing agreed summary during discussion especially if content is displayed on a screen.

4. The real benefit of this exercise is the discussion it generates.

