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1. In arisr to strenghbhen the opuraticod of the Division
Pleming dnit and make the Edvcaticonal YMenareoont Informaticn
Hystemnfzﬂlﬁj tore TeEsponsive to the emsrging demands Lor besic
efucazicizl atgtisties and informasion; a core of achocl division ©
plenning ataff shell perform other duties ‘n adoizion to  their
regular functions.

2a Inciomed i m ilst ef the gdiilisnel duties of tne heglat=
ant Superintenderd, Aoministretive 0fiiper, Kezsgroh and Ruidsnoe
Supervizor, and rlenning Gfficer-d=cizrate.

3. Other scheol diviaion personngl as:zigned ad chairner ané
madbers of thg ENIS modules shail sonbimge Lo rebriewvs, store end
gerarabte data end inforeaticn for fheir reanective modulsa, Thay
ghell likewise combinuve To closely coordlnate and sheure that EMIS
effectively coerates fod =ervea ag a vitel sourge of dota and infore
amtion, -

4, It I= desired that the ~pmtenkz of this Memorsndud be LtfiE—
Matbely brovgat +o The attentlon =f thota vonoesmed.

{3G0. ) OMOERE D, COGLEIZ
Kinizter
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Refererces:
Lepertmens Drder: Yoo 2, 2, 1972
MzZg Ordax: No, 13, =, 1985
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To be indicated in the Perpetupl Iadex
under the Jollowing subjectsa:
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ADSITIONAL DUTIES TR SOME SECS OFFICIALS IE EELATION
TO TdE OFYVIZION ZLAMMILDL LREIT
AND EKTE DHEAHIEATI“E

#, Fogr th& hﬂs*stant Schools Superxntendﬂnt,

1. Assist In erganizing andfor menaglng Division and District
- Plaaning Unfts in charge of the sreparation of Aivaion and
district educesional plansfprojecta, respectivels.

2. Provige leadership in the preparatisn and’ [nplementation of
- workabla medium and lons=-term eduicazional plara,

3« Apgess  the ;mplemantatlaﬁ of The edunatinnal Poans wich
reapect to aquity, efficimncy ars of fectiviey through a
functional eraluefion propgram. : _ : C o

4, Upgrade planning competencies of all parsnnnsl ix the
" . dvieicn, district, and =chools involwed in pletriing rhrcugh
funeticnal staff dE?Element PIOETAMS

8. Lasist in establishing division oonditoring evgbem end cval-'
ugtion mechanizsm to detarmine propress and statos of prcg rama/ -
projecta at the divislam and dlstrich lEVEl T

Ba  Fromote linkages with Lhe previccisifcity duv&lnpﬂaﬂt pouncll
and othar governcental -and non-governmertal agancieu in
#»eletion to plannlng an?luities.

v Chack and review the final “E;nrtsfplaﬂafprnjemts bafnr@
suonisaion to hizher autuarihia

B. Creeids directien en defiring uPE&lT¢D *unﬁtiﬂﬁﬂ of the
different oembers of the Sdvizion Plamning Unit and the
EHIE oormmittess.

Ya  hazlat in the prepatation af the Tiwraign -Anraal Bodget
Cpropoacel that ia inbegrgted in the dducelional pl_n and the
lvipion financial wark latiy '

1t  Streéngthen the mccl*s.n_._am in the cdistribution mnd .retvioval-
-of infurmat;nn srid Et&tlEthal date forme.

-11, Amedigt Tha Eﬁhﬂﬂls uuPﬂrlntendent tn aperatlunallzlng the
Di"ﬂ'i_ﬂlﬂn ENTE. .

1z. ﬂnalyze dats/infarmetion = bases for prc;act forrmilation
or r&?isinn.
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13, hseign other furciisne to the Divizien Sleaning niz whan-
. GVSE NeCeEZall. o . .

14, Parforme wuch ozoer funcidens reistsd Do planning ag m&y he
pasignoeé by the Sehwola SupsTirterdant, '

B, Fer the Uiviston ddninistrative Dfficers

1. Coordinate, budceling perssnnael el requisizlor of gupplieé
: and materials, and other roiphed acidvitles with the district
supervizova snd seccndary achool Fringipelo.

2. Gerve EB unnsultattjreséufﬂe ne=goln 1n gomingrs; n-RoIVICS
training and partlceipaze  in sonisrenses end workzhops dsal-
ing with educavicnal plaandng in the divisicn, dist=ict =od-
irstititionel levels. .

. .3.  Frepare. legistiss for -he divizion personnel sl staff,

L, Frovids . datefirformetion in tho preparsiion of the divizlien
bud:-_.,"Ert.. '

5. - Act as chairosh of ane of ths EMIS noduled; =spd meriler
+e and informztion ovh pergomnel; adrminiabrebore, supolisa
grd materiels, wed lepel mattess.

&  Contrel. dfstrilulion of fsres ond other documants osated on
tha murber of exlsting schoel and numhes of poraonnsl.

. T Tranémiy' £1l orders to —he field TogRrcing Lreparatizn and
guhet=sizn of reports and décumerta ta the ddvision ofliee
vig=amviza reglonsl cElled.

P Parrarm. such orher [uschions relabed to flarnirg a=z kay s
asulgned by tne Superintendent or the Aosishant Si.;]:erin'}end:m‘bt

¢, For the Repaarch nd Guidsnce Supervidor:

1. ~ Azaist in wke preparetion af Civisicn educaticns]l nlans
cand Drojeeta by obilizing resserch findinga.

2, . Senfer..as@igtance in the priovitizing of divislon proiects
scarding ta the ariterip uwht by zhe reglonal cifice..

- %, Bybar@ sssistanpa in developlng oesjectlons ard forecasta
and ‘n nreperirg Teporcs bemsed on refearch conducten in “he
ddrisicn.
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Frovice, statistizal dste wn _ne ditiarest togts conduzted in
the diviaion auch s NCEE; PECZT, Acvhizvecsrnt —esta.

Coordlingbe: with the Jd0Tsrent diatriets in the date seadet
Ior roonag e,

Prowider copsiilont servicos To Law dislelcls in the preparekion
Qi MOESreldn procodals,

Serve Az conmulteni or reassurvce rErsIn in in=cervice Lrgine

ing in the ddyiaionfdiatries/institvtioms] Lewels.
Collectfintearprst detafinforration or puptl PEETCTMOI0.

Sdpreminslyfprevida | informetion e reoulss of ressgookeaf
guulics as bases for foraulsticfrevisicon of educaiiona)l prolsota,

Periorn oiher taaks releied to slarning o@ may e suaignsd Ty
tho Svperdnkendent or Aszistent Supsrinzendsnt.

Far sha Flanning Officer:

1.

2y

T

AuBunes redponsivility in the sec.raey anc procpt submlssicr
of reporte end dooumenis propared by she semgonnel e the
Divigicon Flennineg (nit, '

Coordinate, Lhe mreparaticon of eccnormical gnd effeclive nlars
in tne district end institatisnzl Jowels, in the condugh of
Li=agrvize treising, meminer=wockshoma old conforeshoss.

faszint  In Uhe prepuretion ol guidslitos and urcoraeof work
pertalting £ the fermaiztion of dlvluios and digtrict ciuca-
flona” plana.

Parform the welizs and ensopes the wosporsinilikies oF the
As3lstani Supsrintondeat Zop plenning o ais absenca.
Prapsers  commilcations rolated Lo plamnizg and boggeting
ectivities,

Honitor the lmplaseatobion of +he mtnjocle tazed on ho eoproved
sdacptional plsne and -oograms. '

Lemigh  dn strengluening lisieges with e Froviociel Joreliope
aeat Councli, Mumvicipal Revelopnont Qowcsil, and olXes EOr Tt -
met hen-govereonl plang end Sroorams.
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Collact fres sehools, disirict supervizors and analy-zc;a aato
on  the tdiffarert medeles and esislblish.  the oela ank.

hLrglyzc deta snd informetlon fox plshning and -ﬂecjjin:l-méking
TUYDPORER .

Perfor= such cikor funsilors welsked to plarning as asy be
geaign:d By the Supsrintendant or als amzisternta.












