
Head of School Contract : Sam ple*  

   

THI S AGREEMENT, made and entered into by and between the Board of Trustees as the duly 

authorized agent  of the XYZ School, a not - for-profit  corporat ion in the state of ( " the School" ) , and 

__________________ ( the "Educator" ) .  

WHEREAS, the School and the Educator ( " the Part ies")  desire to enter into a formal agreement  

under the terms of which the School employs the Educator for the period specified below NOW, 

THEREFORE, the part ies hereto mutually prom ise, covenant  and agree as follows:  

1.  EMPLOYMENT:  The school employs the Educator to be its head of school and the Educator 

agrees to be employed as head of school and agrees to fulfill the responsibilit ies of such posit ion as 

described herein for the per iod of t ime commencing July 1, 20__ and ending June 30, 20__, unless 

extended or sooner term inated, all as hereinafter provided. 

2.  TI TLE, RESPONSI BI LI TI ES, AND AUTHORI TY OF THE HEAD OF SCHOOL:  The Educator is 

the School's chief adm inist rat ive officer. His/ her t it le will be head of school.  The Educator's 

responsibilit ies and authority include, without  lim itat ion by the specificat ion thereof, the following:   

• Execut ing and adm inistering the policies of the School, as set  by the Board of Trustees.   

• Hiring, evaluat ion, and term inat ion, as necessary, of all other employees of the School.   

• Overseeing of the external operat ions of the school, such as adm issions and recruitment , 

market ing, fund- raising, and relat ions with const ituents.   

• Overseeing of the financial operat ions of the school and the maintenance of its facilit ies and 

grounds.   

• Overseeing of the program of the school, academ ic and ext ra-curricular.   

• Overseeing of the disciplinary program of the school, including serving as final court  of 

appeal for disciplinary act ion related to any student  or employee.   

• Assessing the effect iveness of the various operat ions and programs of the school, and 

report ing thereof to the Board of Trustees.   

• Modeling the m ission and philosophy of the school.  

The Educator shall be an ex-officio non-vot ing member of the Board of Trustees and of each 

commit tee established by the Board of Trustees.  

The Educator shall devote his/ her full t ime to fulfilling the responsibilit ies of the office of head of 

school and shall not  engage in any other gainful occupat ion without  the prior consent  of the Board 

of Trustees. 

3.  COMPENSATI ON:  As considerat ion for all services to be rendered, the School shall 

compensate the Educator as follows:   

a. Salary:  For the period of this cont ract , cash remunerat ion will be the following:   

• Salary:  $ ______for Year 1 (July 1, 20__ unt il June 30, 20__) .   

• I n years 2-3 of this cont ract , the salary will be at  a m inimum the sum noted above plus an 

annual increase in the amount  of cost  of liv ing (COL)  + 1.5% , with a floor of ____%  

increase, the COL port ion of the increase determ ined by the rate of the Consumer Price 

I ndex increase (CPI )  as reported in Wall St reet  Journal on June 1 of each year.   

• Annual performance bonus, if warranted in the judgment  of the Board of Trustees.   

b.  Benefits:  Those benefits standard for all the School's salaried employees ( i.e., faculty and 

adm inist rat ive staff) ,  as indicated in the School's Employee Handbook (all non- taxable benefits 

unless otherwise noted) :   

• Life I nsurance, Disabilit y I nsurance, General Liabilit y I nsurance as is standard to the 

indust ry (e.g..,  life @ 2 t imes salary to maxim um  of $75,000;  short - term  disabilit y self-

insured at  full salary, with long- term  disabilit y kicking in thereafter at  2/ 3rds salary) . 

• Health I nsurance:   Prem iums for the Educator and his/ her dependents, paid __% , same as 

all employees.  I f the Educators spouse works and is eligible for health insurance, he/ she is 

not  covered.   



• Leave:  1 day per month of leave for any reason (sick days, personal days, jury duty, 

m ilitary duty, etc.) , non-accruable beyond each school year.   

• Vacat ion:  4 weeks during summer, plus 15 days during school holiday periods.   

• Pension:  TI AA/ CREF, with %  cont r ibuted by school matched by %  cont r ibuted by em ployee, 

plus provision for a salary reduct ion agreem ent  (SRA)  up to the m axim um  allowable by the 
law.   

• Housing:  Provided on campus by the school as a condit ion of employment . (Or...  Housing 

allowance in the annual amount  of $ , a taxable benefit ) .    

• Tuit ion rem ission:  Tuit ion rem ission for the children of t he Educator to at tend the School, 

according to the terms available to all salaried employees.   

c.  Perquisites:  (All non- taxable benefits unless otherwise noted.)   

• School vehicle with all maintenance and usage costs, (Or reimbursement  for use of personal 

vehicle on school business in the amount of $ per year plus m ileage costs.)    

• Discret ionary budget :  $ _per year annual budget .   

• Travel/ Professional Development  Allowance:  $ _per year to at tend meet ings and 

conferences (e.g., I SACS, NAI S, etc.) , for professional development , for recruitment  of 

staff,  solicitat ion of donors, etc. Reimbursement  for spousal t ravel to accompany the 

Educator is also perm it ted within the budget . (Spousal t ravel is a taxable benefit  unless the 

spouse is also conduct ing school business.)    

• Scholarship Assistance:  $____/ year for tuit ion and related fees ( for self or any fam ily 

member at  any primary, secondary, or undergraduate degree-grant ing inst itut ion) . 

(Taxable benefit .)    

• Family membership at  _______for purposes of school entertainment  and networking.   

• Dues for membership at  one civic club of the Educator's choice (e.g., Rotary, Kiwanis, etc.) .   

• Transit ion Expenses:  Payment  for up to ___ t r ips to the community for the purpose of 

effect ing personal and School business. Payment , with prior approval of the chair of the 

Board of Trustees, for moving expenses, up to $_______.  

4.  EVALUATI ON:  Annually, or more frequent ly upon the mutual agreement  of the part ies hereto, the 

Trustees shall evaluate the performance of the Educator as head of school based upon the 

responsibilit ies set  forth herein and such other criteria as may be developed mutually between 

the part ies hereto. Prior to June 30 of each year, the results of such evaluat ion will be reviewed 

with the Educator. To the extent  pract ical, goals and object ives for the succeeding year will be 

linked to such evaluat ion. 

5.  EXTENSI ON OF CONTRACT:  At  the expirat ion of the init ial period ending June 30, 20__ and at  

the expirat ion of each two year period thereafter, this agreement  will automat ically renew for 

addit ional two year periods with such modificat ions in the compensat ion and terms as the part ies 

shall agree. 

6.  TERMI NATI ON:   

a.  Without  Cause:  Without  giving any cause therefore, either the Trustees or the Educator may 

term inate this agreement  effect ive as of any June 30 by giving writ ten not ice of such term inat ion at  

least  nine months prior to the June 30 as of which such term inat ion shall be effect ive. The Educator 

shall remain available to serve as head of school through the June 30 effect ive date of such 

term inat ion. After not ice of such term inat ion is given by the Educator or the Trustees, the Board of 

Trustees may relieve the Educator of his or her responsibilit ies as head of school at  any t ime, 

provided, however, the School shall cont inue to pay the full compensat ion, reimbursements and the 

full benefits provided for herein unt il the Educator commences other full- t ime employment  or begins 

to receive compensat ion in connect ion with such employment  or unt il the effect ive date of such 

term inat ion, whichever shall first  occur.  

b.  With Cause:  This agreement  may be term inated for just  cause by the Trustees at  any t ime 

without  not ice. "Just  cause"  shall be:  ( i)  the failure or refusal by the Educator to carry out  the 

policies of the School as adopted by the Board of Trustees or the responsibilit ies assigned in Sect ion 

2 of this cont ract  having been given thirty (30)  days writ ten not ice by the board of such failure or 

refusal and having failed to carry out  those policies or perform  those responsibilit ies within that  

t ime period;  ( ii)  moral turpit ude on the part  of the Educator. ( iii)  commission by the Educator of a 

felony, fraud, embezzlement , or act  of deceit ,  dishonesty or significant  decept ion;  willful violat ion of 

a law or regulat ion that  subjects the school to liabilit y for such violat ion;  behavior that  significant ly 

impairs the reputat ion of the school;  gross negligence or willful m isconduct  in fulfilling her dut ies.  



Prior to the term inat ion of this agreement  for just  cause, the Educator shall be given a statement  

set t ing forth the cause for term inat ion and the Educator shall be ent it led to a hearing before the 

Board of Trustees concerning such term inat ion. After such hearing the Trustees shall inform  the 

Educator of their decision in writ ing regarding his term inat ion. The Educator shall have 30 calendar 

days following his receipt  of writ ten not ice of such adverse finding to seek review of the Trustees 

decision through Alternat ive Dispute Resolut ion proceedings (ADR) . Failure to seek review within 

the t ime provided shall be deemed a waiver by the Educator of any r ights to contest  the decision of 

the Trustees, which shall thereupon become final and the Educator shall have no further claim  or 

recourse. Pending any review of a decision by the Trustees to term inate this agreement  for cause, 

the Trustees may suspend the Educator from  all dut ies as head of school, but  with no change in 

compensat ion, reimbursements and benefits. Once the decision to term inate this agreement  

becomes final, all compensat ion and benefits provided for herein shall term inate immediately.  

c.  Disabilit y or Death:  I n the event  that  the Educator becomes disabled so as to be unable to 

perform  adequately as head of school, he or she shall be ent it led to addit ional sick leave unt il the 

first  to occur of:  (a)  the expirat ion of six months t ime, or (b)  the incept ion of coverage by his long 

term  disabilit y policy. Disabilit y shall be determ ined by mutual agreement  of the part ies hereto or, if 

agreement  cannot  be reached, by the Chairman of the Board of Trustees. Disabilit y shall be a cause 

for term inat ion of this agreement  and the provisions of paragraph 7 shall apply. I n the event  of the 

death of the Educator during the term  of employment , the School shall pay to the estate of the 

Educator the salary for the remaining t ime within the school year of the cont ract  during which death 

occurred and perm it  the benefits of the Educator to apply to the surviving spouse of the Educator, if 

any, for that  same t ime period. 

7. APPLI CABLE LAW AND ALTERNATI VE DI SPUTE RESOLUTI ON PROCEEDI NGS:  This agreement  and 

the employment  of _______ as head of school of the School shall be governed by the laws of the 

state of _______. Any dispute, claim  or cont roversy concerning either this agreem ent  or the 

employment  of the Educator as head of the School shall be resolved in accordance with the rules of 

Alternat ive Dispute Resolut ion. Any decision reached through such proceedings shall be final and 

binding and shall be to the exclusion of any other remedies whatsoever.  

I N WI TNESS WHEREOF, the undersigned have executed this agreement  as of the day and year first  
set  forth above.  
 
By ________________________, Chairperson of the Board of _________________ School.  
 
Date Presented:  _______.   
 
 
By _________________________, The Educator. Date Accepted:  _______. 
  
 

 
 
* Please be advised that  this is a template recommended cont ract .  One size does not  fit  all.   We 
recommend you consider the ut ilizat ion of unique features where needed.  An example of a unique 
feature would be a sliding scale buy-out  opt ion. 
 
  
Author:  I SACS. Cont ract  reviewed by Leo Athas, I SACS Legal Counsel, 910 West  Van Buren, Suite 

500, Chicago, I L  60607, 312-226-3355 ext . 242  

  

  


