








The Assistant 
Principal’s Playbook

explained ….

This playbook has been created to 
support assistant principals as they 
navigate through their critical role in 
supporting their principal.

We hope this guide provides the 
resources you need whether you are a 
novice or a veteran AP.Top 10 Superpowers

https://www.youtube.com/watch?v=GwbHuhsowqQ






Personal
Intelligence

  explained ….

The capacity of the principal to 
reason about personality and to 
use personality and personal 
information to enhance one’s 
thoughts, plans, and life 
experiences.  The personal 
intelligence competencies include: 
Wellness, Growth Mindset, 
Self-Management, and Innovation.

- The School Leader Collaborative, 
ed. “School Leader Paradigm.” 
Becoming While Doing (2018): 6.

★ Leadership Styles & Values
★ Navigating Difficult Conversations 
★ Professional Development
★ Professional Learning Network
★ Self-Care
★ Time Management

https://docs.google.com/document/d/17xgFurXG6akvPWcTzemvvakTVGxT0o5dv-3RuNd3mgY/edit?usp=sharing
https://docs.google.com/document/d/128Rd6sESE9tgo8LbofRAE9x9koD3xqOs7h58lFcngxU/edit
https://docs.google.com/document/d/1xfY2ffatgSWUTHdjh2ttEUZha7niQSxoJ56_giFJK-w/edit
https://docs.google.com/document/d/1-1ZEKyMHaA7g9193VM88m2ZKSCfc2ZG1hZXpZVCPNUk/edit?usp=sharing
https://docs.google.com/document/d/1fJAxqQdpulEG7Xa926GTDkofDvmYWQ2DhGeN-x6HTws/edit?usp=sharing
https://docs.google.com/document/d/1mI3yXDTBF9BwIz2LFQgy3eclV_AYn3Z1sKoeTnvqU0c/edit?usp=sharing


Social
Intelligence

explained ….

A principal’s set of interpersonal 
competencies that inspire others to 
be effective. Social intelligence 
competencies include: Services, 
Community Building, Capacity 
Building, and Influence.

 - The School Leader Collaborative, 
ed. “School Leader Paradigm.” 
Becoming While Doing (2018): 6.

★ AP & Principal Relationship
[Drafting Resources]

★ Communication with Parents 

★ Communication with Staff 

★ Communication with Students

★ Community Building with all 
Stakeholders [Drafting Resources]

★ Strategic Planning

https://docs.google.com/document/d/1J_yzQRaCQwlpfp_SmElBZKMhaxDIxCKB91vFYA_wIOM/edit?usp=sharing
https://docs.google.com/document/d/1pabrtG8eGW5Vm85cWvkYTnGRzjjKFM8TWVlfIAfaGww/edit
https://docs.google.com/document/d/1097miMPTYHE4gbpWHrUCGKEwlX0y71BCDTZm0Zdv-ik/edit
https://docs.google.com/document/d/1TVJGQHemN-VUh6q3wMWJs1XWb5hLDYig13sclRYuRUY/edit?usp=sharing
https://docs.google.com/document/d/1lHJ55yr8eQU6i6aCvbm4HuXmGMy7UHkwL8Ml5Xi4SMY/edit?usp=sharing
https://docs.google.com/document/d/1lHJ55yr8eQU6i6aCvbm4HuXmGMy7UHkwL8Ml5Xi4SMY/edit?usp=sharing
https://docs.google.com/document/d/1hPwGW34y5Z_61I9kPpbRhzPh3wlRFphaZwRpoG_KZR4/edit


★ AP Entry Plan (The First 100 Days)

★ Clarity In Communication With Staff
★ Cultural Responsiveness and Equity
★ Handbooks
★ Mission and Vision
★ Professional Learning Communities
★ Scheduling
★ School Improvement Plans
★ Mission Driven Leadership

Systems
Intelligence

explained ….

A principal’s understanding of the 
inner-workings and leadership of 
complex systems within their 
learning organization.  Systems 
intelligence competencies include: 
Mission, Vision, and Strategic 
Planning, Operations and 
Management, Teaching and 
Learning, and Cultural 
Responsiveness 

- The School Leader Collaborative, ed. 
“School Leader Paradigm.” Becoming 
While Doing (2018): 6.

https://docs.google.com/document/d/1LMmq2GHRgqy07jPnkYk-hF9a9So76zEqzdJJL-pPL0A/edit?usp=sharing
https://docs.google.com/document/d/1097miMPTYHE4gbpWHrUCGKEwlX0y71BCDTZm0Zdv-ik/edit?usp=sharing
https://docs.google.com/document/d/1GdJ1aWc3b2umnOHpx_Y1iqoZHTjN_qQZvYAZqG95kU4/edit
https://docs.google.com/document/d/1ugVvUQr17_yRhU4dJt21C0o4bNWGi16eOQ7ShjUT5Cc/edit?usp=sharing
https://docs.google.com/document/d/1uddvkkPwgn00Dg-4BY7__mY861X-84xwzpeCkvv41N4/edit?usp=sharing
https://docs.google.com/document/d/1Rb4DfZs6EJd7V1OBjydmi1ItHOmf3R7Tw7dPvi5Me1s/edit
https://docs.google.com/document/d/1kiaf9vTkyCCFVhwt8guf7Ud1WepUPcQo7vi0J1CoVCo/edit
https://drive.google.com/drive/folders/1yywGbSI-cEnwVikg_ftEWpxVCX3Kwmec?usp=sharing
https://docs.google.com/document/d/13eEKpjOBa6ht4KAuRPn8syo1VMk99DknDp3zK2J0nGk/edit


Your first task as an Assistant Principal will be to build 
relationships with your building administrative team and staff. 

Some ideas:
★ Meet with your Principal to discuss your shared goals for the school year and to 

discuss what your responsibilities will be
★ Create a short introductory bio to share with your staff, families and community
★ Review emergency plans and schedule drills (bus evacuation, active shooter drill, 

fire and severe weather)
★ Work with team members to create back to 

school assemblies, curriculum nights, and 
open house presentations

★ If responsible for 504s/IEPs, send out 
introductory letters to families







Culture
Domain

explained ….

The principal’s efforts to create, foster, 
and sustain a-student centered climate 
and culture where all adults strive to 
build positive relationships with all 
students, while ensuring equitable 
access and opportunities to high-quality 
programs.  The culture domain 
dimensions include: Relationships, 
Student Centeredness, Wellness, Equity, 
Traditions/Celebrations, Ethics, and 
Global Mindedness.

- The School Leader Collaborative, ed. 
“School Leader Paradigm.” Becoming 
While Doing (2018): 8.

★ Community Events

★ Discipline

★ Parent/Teacher Conferences

★ Social Emotional Learning

★ Social Media

★ Special Events

★ Staff Culture 
★ Student Culture

https://docs.google.com/document/d/1A2egnQvbyJZynid-YvYbwOIkWF-9YQkw24h33_eEruE/edit
https://docs.google.com/document/d/1Tcj4to1lrlj3Odef_JnpQzs3icIfzbjsQYn0bqELkW4/edit
https://docs.google.com/document/d/1hmiQPr1ezN5uE1Dp3vSfpT844_9TBsfYvurL2F3h2JI/edit?usp=sharing
https://docs.google.com/document/d/1J18YSzni-n7UQGGGR4xEDdqb-CAohwAlpeiHAm5DYkk/edit
https://docs.google.com/document/d/1d6MX4PxUSpuTlm4ZenkNk6EpNYZTwC2YHTBtqJnx4vI/edit?usp=sharing
https://docs.google.com/document/d/16lvB_3DIFV_X5jvsu_bloiDoWa0lBIM8AWahdYgRaFg/edit
https://docs.google.com/document/d/1n4s42fGa-JLLC6hBs_49BVjyGo6XnCSRnQ2WAnq4LMI/edit?usp=sharing
https://docs.google.com/document/d/12jc2vavkVjOj9r951LKirDho1tY6GcfeYxJn-lliemA/edit


Systems
Domain

explained ….

The principal’s efforts to assess a school’s 
current systems, initiate a cycle of inquiry 
focused on dismantling historically 
inequitable systems, and engage 
stakeholders in a collective effort to 
establish sustainable student-centered 
systems. The systems domain dimensions 
include: Vision/Mission, Communication, 
Collaborative Leadership, Data Literacy, 
Strategic Management, Safety, and 
Operations. 

- The School Leader Collaborative, ed. 
“School Leader Paradigm.” Becoming 
While Doing (2018): 8. 

★ Budget
★ Data Literacy [Drafting Resources]

★ Drills/Safety
★ Evaluations
★ Extracurriculars [Drafting Resources]

★ Grants [Drafting Resources]

★ Parent/Teacher Conferences
★ Back-To-School Events 
★ Resources - Contact Info [Drafting Resources]

★ Transportation [Drafting Resources]

★ Truancy

https://docs.google.com/document/d/1Ea_UJXto6KNFRHDyyQfKXQOxdMuvVj1tK-rawpwJsKc/edit?usp=sharing
https://drive.google.com/drive/folders/1HNDm3CgID1a0HiE9DGu9qw-JPVbiUP8j?usp=sharing
https://docs.google.com/document/d/1nnyuLfDOCbyToZts2FllwhuxVRCW_9FxEulpwrniOQ8/edit?usp=sharing
https://drive.google.com/drive/folders/1D3LPrcLe7Nta1gwQW6IK0LefdlRejwYl?usp=sharing
https://docs.google.com/document/d/1j997Q65p3nIHH3tIfKAJyGNHPqD8pSIq6FM4fQAKh3w/edit
https://docs.google.com/document/d/1S9vCFtOwBlAgmW4mzuMDW012MI__snaXk7OclFlfSv4/edit
https://docs.google.com/document/d/1hmiQPr1ezN5uE1Dp3vSfpT844_9TBsfYvurL2F3h2JI/edit?usp=sharing
https://docs.google.com/document/d/1djRcexwuU2C2gU_UDkTcCkcgVWZM8Zz9pesdjQNygoA/edit?usp=sharing
https://docs.google.com/document/d/1X2JpKpc71iuhpYQHql1s9pqKWIT-Tpw4JT_MSXxuOfU/edit
https://docs.google.com/document/d/1PtnoujbBeV5k4TMmHOrS3kqAaNUOMx6t4VV6m8yTwuc/edit?usp=sharing
https://docs.google.com/document/d/1NX2gezeyrBPM_Hp7qlrmX2TyLGlvoF5WRcRTaNJN4sM/edit?usp=sharing


Learning
Domain

explained ….

The principal’s efforts to support the 
development and use of innovative 
practices that encourage adult and 
student life-long learning.  The 
learning domain dimensions include: 
Reflection/Growth, 
Result-Orientation, Curriculum, 
Instruction, Assessment, Innovation, 
and Human Capital Management.

- The School Leader Collaborative, 
ed. “School Leader Paradigm.” 
Becoming While Doing (2018): 8.

★ Special Education 

★ Advanced Learning Programs

★ Before the first day of school [Drafting Resources]

★ Curriculum Development [Drafting Resources]

★ Instructional Leaders and Coaches 
[Drafting Resources]

★ MTSS 

★ New Staff
★ Data Analysis [Drafting Resources]

★ Remote Learning [Drafting Resources]

https://docs.google.com/document/d/1Lk1RkBhWwlCq4gCB-drdAW0rW6x9gw6yH29G0kgLQG8/edit
https://docs.google.com/document/d/19iJimC0xu_2Q17u6VhDmh7iO4wGoFKZm-qiRc3ievqY/edit?usp=sharing
https://docs.google.com/document/d/1rLJSo0xUA6mdHTsXGBlJO2z_NrlPQsozreJ8hKAUEws/edit?usp=sharing
https://docs.google.com/document/d/1ZPVUa42gqdLk73RmMnNWLfUhInZwQB9WxXAOdiRiVLU/edit?usp=sharing
https://docs.google.com/document/d/16CG4LNU0WkUp8WZCs4dbl9TFNkNz1l_vWwsem0bRvlc/edit?usp=sharing
https://docs.google.com/document/d/18p5l-sCzpKzkyrb9jcBH7EvmJK4GbPWgJ2V8VM6xekQ/edit?usp=sharing
https://docs.google.com/document/d/1KysdPqTVwqsrSK87aFSr48RgPjegew4bxfHNmGJWD6E/edit
https://docs.google.com/document/d/1mRkjOir0dQHqWnw5PeSEaicZKveDungjt2b-t2SjClw/edit
https://docs.google.com/document/d/1yx_HWKZnRzggcvY_SCFFerlKUI5TsEILU36eAJHIQ8w/edit


The school year started and is underway.  

★ Work with principal to determine who you will be evaluating  
★ Send out initial contact to staff that you are evaluating with 

evaluation information and tentative observation/meeting dates 
★ Review and analyze student discipline, benchmark and academic data 
★ Begin planning district assessments

★ Complete evaluation on support 
staff if there are concerns





Sample Assistant Principal Entry Plan

https://docs.google.com/document/d/1LMmq2GHRgqy07jPnkYk-hF9a9So76zEqzdJJL-pPL0A/edit


Click Here 

for Access

https://drive.google.com/drive/folders/1h0j9k10oCk47Itg3c1HoQGQDWjsH5HsM?usp=sharing
https://drive.google.com/drive/folders/1FpVOh4_1HnyW30Sk8DL0TIxjwtXgI32I?usp=sharing
https://drive.google.com/drive/folders/1FpVOh4_1HnyW30Sk8DL0TIxjwtXgI32I?usp=sharing


Link to comments form

Click the image

 to share your 

feedback!

https://docs.google.com/forms/d/e/1FAIpQLSdoKbRjpepu-K8ReGZInAQUtKpadkbMs2j5DSljyJ9be1Yj5Q/viewform?usp=sf_link


Click the folder to share your ideas, documents, 
and files for others to utilize!

NEW

RESOURCES

https://drive.google.com/drive/folders/1h0j9k10oCk47Itg3c1HoQGQDWjsH5HsM?usp=sharing
https://drive.google.com/drive/folders/1h0j9k10oCk47Itg3c1HoQGQDWjsH5HsM?usp=sharing


This is testing and summative evaluation time

Some ideas:
★ Create alternative schedules for assessments
★ Review documents and procedures for assessments
★ Identify students who need accommodations for each assessment

★ Finalize summative evaluations based 
on Non-Tenure & Tenure due dates
○





https://m.media-amazon.com/images/I/61+2Vfl+InL._AC_UY218_.jpg
https://m.media-amazon.com/images/I/61+2Vfl+InL._AC_UY218_.jpg
https://www.amazon.com/Lead-Like-PIRATE-Amazing-Students/dp/1946444006/ref=sr_1_1?dchild=1&keywords=lead+like+a+pirate&qid=1621866152&sr=8-1
https://www.amazon.com/Lead-Like-PIRATE-Amazing-Students/dp/1946444006/ref=sr_1_1?dchild=1&keywords=lead+like+a+pirate&qid=1621866152&sr=8-1
https://www.amazon.com/Unfinished-Leader-MICHAEL-LUBELFELD/dp/147585966X
https://www.amazon.com/Unfinished-Leader-MICHAEL-LUBELFELD/dp/147585966X
https://www.amazon.com/Culturize-Every-Student-Whatever-Takes/dp/1946444464/ref=asc_df_1946444464/?tag=hyprod-20&linkCode=df0&hvadid=312562231174&hvpos=&hvnetw=g&hvrand=17802150190001179381&hvpone=&hvptwo=&hvqmt=&hvdev=c&hvdvcmdl=&hvlocint=&hvlocphy=9021800&hvtargid=pla-546922253167&psc=1
https://www.amazon.com/Culturize-Every-Student-Whatever-Takes/dp/1946444464/ref=asc_df_1946444464/?tag=hyprod-20&linkCode=df0&hvadid=312562231174&hvpos=&hvnetw=g&hvrand=17802150190001179381&hvpone=&hvptwo=&hvqmt=&hvdev=c&hvdvcmdl=&hvlocint=&hvlocphy=9021800&hvtargid=pla-546922253167&psc=1
https://www.amazon.com/Principled-Principal-Principles-Leading-Exceptional/dp/1946444588
https://www.amazon.com/Principled-Principal-Principles-Leading-Exceptional/dp/1946444588
https://www.amazon.com/Assistant-Principal-Meaningful-Leadership-Professional/dp/1416629440
https://www.amazon.com/Assistant-Principal-Meaningful-Leadership-Professional/dp/1416629440
https://www.amazon.com/Culturally-Responsive-Teaching-Brain-Linguistically/dp/1483308014
https://www.amazon.com/gp/product/1984818325/ref=ox_sc_saved_title_3?smid=ATVPDKIKX0DER&psc=1
https://www.amazon.com/gp/product/1462536832/ref=ox_sc_saved_title_2?smid=ATVPDKIKX0DER&psc=1
https://www.amazon.com/dp/1416629491?psc=1&ref=ppx_yo2_dt_b_product_details
https://www.amazon.com/dp/1119364892?psc=1&ref=ppx_yo2_dt_b_product_details
https://www.amazon.com/100-Day-Leaders-Short-Term-Meaningful-Improvement/dp/1949539253/ref=sr_1_3?dchild=1&keywords=100+day+leaders&qid=1627569751&sr=8-3




Facebook Groups
Illinois Principals Association

Principal Principles Leadership Group
Principal Life

The Principal’s Desk
MTSS for Educators

MTSS Tiered System of Support for 
Teachers and Administrators

Twitter Handles
@IHSA_IL

@nctsn
@ChildTraumaAcad

@IPA_Jason
@MarcusJBelin
@ILSchoolNet
@IllinoisASA
@ideaillinois

@RTINetwork
@DrSueHolmes

@ILschoolboards
@NEAToday

@ILASCD
@ilprincipals
@ISBEnews
@usedgov

https://docs.google.com/document/d/1WJHHjmFD3A2Iy4E7Ywra4L2Q4Y6CFEFKllVAbBO18v4/edit?usp=sharing
https://docs.google.com/document/d/1ZVjmZcrdDGVc5xznfP9d-B346ezxyWV1WDgavv9XDak/edit?usp=sharing
https://docs.google.com/document/d/1RDWZLow1zKBeg4mNr5NXuD3z8fL7Th21oGVpcYcmxMc/edit?usp=sharing
https://docs.google.com/document/d/1NtLDOi0tsIOkIzi7HaW_70wDPq7RSDVQaVU8Rh6uq0E/edit?usp=sharing
https://ilprincipals.org/?Site=ipa




You’ve made it to the final stretch, but the game is not over yet!

Some ideas:
★ Finalize end of year activity plans (8th grade celebrations, field day, 

graduations, etc) 
★ Review open positions and begin hiring process (make initial contacts, 

schedule interviews, etc)
★ Create and hand out end of year checklist and survey for staff

★ Begin planning for next school year



IPA’s AP
YouTube Channel
(Coming Soon!)

★ 1st Year Advice

★ What are Principals looking for in an AP?

★ What’s Your Role as an AP?

★ Building a Positive School Environment

★ Time Management

★ Getting the Job: What to put on your Resume 

Principal Kafele Any other topics you’d like to see on our channel? 
Email one of the AP Team members!

https://www.youtube.com/playlist?list=PLvY1YZAd-fDNnsCZNMISdXlGvOVtUWc3U


Testimonials




