
 Even though I’ve been a school administrator for 24 years, I still run into people who 
assume that school administrators work in the summer.  If school administrators and their office 
staffs did not work in the summer, the first day of school would be a disaster . .  and likely the 
rest of the year as well.
  And so to answer the question, “what do you do all summer?” I prepared a list based on 
what I know best at this time:  high school administration.  In a few years, I will be able to speak 
more authoritatively on what a superintendent does all summer since this is really my first full 
summer in the position.
 This list is not at all exhaustive and does not include some of the interesting phone calls 
we get in the summer – but that’s another story.

•  The master schedule is created and students are scheduled.  Schedules are mailed to students 
and then the request for revisions roll in.  (For administration, this process takes about 2 weeks 
for an experienced master scheduler and six to ten for the novice.)

•   All ordering and receipt of supplies for the year take place.  There are often issues to be 
resolved with suppliers and decisions to be made about alternates to what is no longer 
available.  (Our budgeting takes place so early now, prices change and items go out of stock/
print by time we actually order.)  All general supplies are sorted for distribution.

• Special Education:  Summer is often a time meetings are held to make plans for special issues 
with some students.  Parents often make calls and inquiries during these months.

• Athletics:  Summer workouts are taking place and inquiries are fielded regarding practice times 
and interest from new students.  We also collect completed sports physicals, catalog them and 
answer inquiries about getting the physical.

• Reporting:  The state requires data gathering and input on a number of reports.  These are quite 
painful to complete.

•  Working papers.  We are required to issue working papers for all students under 18.  The 
process requires two visits to the school by the parent and student.  We issue about 60-70 a 
summer so that is 120-140 interruptions to handle.

•  Driver education:  The in-the-car training is provided through the summer months.  The office 
fields questions on this, takes payment and communicates with the teacher.

• Grading and transcripts:  Final report cards are mailed home.  We then begin fielding phone 
calls from parents.  (Why people wait till June to dispute a grade from November is beyond me, 
but it happens.)  Transcripts are developed and final transcripts are mailed for about 70% of the 
senior class.  We also field many transcript requests over the summer from graduates who of 
course ALWAYS need them mailed YESTERDAY.

• Band activities:  Band members are on campus three full weeks in the summer and for three 
practices during two weeks.  As they say in the Navy, “on board, on duty” and so sometimes the 
office is involved is various issues.  (Also with athletics)

•  Planning and review.  Summer is the time to review data from the previous year and plan how 
to address weaknesses.  The high school leadership team meets every month over the summer 
and there is usually at least one meeting with the principals’ cabinet.

• New teachers:  Summer is when you are getting materials to new teachers and answering their 
many questions.  Formal orientation is held in August.

• Interviewing:  Often interviewing and mock lessons are conducted in the summer.
• District level meetings:  The administrative team meets at least 3x each summer and spends two 

days together planning for the year.
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•   New students are registering;  administrators meet with any special situations.

 So there you have it.  How I spent my summer vacations!
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