
The Principal’s Office
100 RULES FOR BALANCED LEADERSHIP

by Jan Irons Harris

1. In order to be a successful principal, it is
essential to look inward and obtain an
understanding of self before attempting to
lead others.

2. In understanding one’s self, it is helpful to
examine the four areas of our being. These
areas are the physical, intellectual, emotional
and spiritual parts of our existence. Some
people refer to these areas by the acronym
PIES. Work to maintain balance in these four
areas.

3. Each action in life can be placed into one of
four domains.

4. In the Physical Domain we can find activities
such as diet, exercise, sleep, grooming,
posture, manners, and communication.

5. In the Intellectual Domain we can find
activities such as education, work, study,
knowledge, organizing, analyzing, and
writing.

6. In the Emotional Domain we can find
activities such as relationships, social events,
self-esteem, stress, creativity, worry, and
forgiveness.

7. In the Spiritual Domain we can find activities
such as mission, beliefs, values, worship,
prayer, service, and study.

8. Once we understand and recognize these
areas in our lives, we are then able to master
strengths in each area thereby creating a
mentally, physically, emotionally and
spiritually stronger being.

Spiritual Balance
9. Define your mission, foundation, values and

beliefs.
10. Renew and refine each day. You will

strengthen your internal glue by seeking
continual growth and improvement in all
areas of your life.

11. What are your favorite things in life that
simply make you happy? Define them and
write them in your journal. Then, schedule
time to enjoy them in order to renew your
spirit.

12. Separate your personal values and beliefs
from the values and principles that govern
our country. Understand and separate
“church and state.” Do not let your beliefs
influence your decisions when you know
your belief is in direct opposition to the law.

13. Live a proactive life in the principal’s office.
Avoid mistakes or “potholes” by first
identifying them. Then, avoid potholes
through accountability.

14. Be vigilant when handling school money.
15. Model your beliefs daily.
16. Be honest.
17. Remember the Golden Rule. Treat other

people the way you want to be treated.
18. When you talk about other people, pretend

the person is seated in the room. Do not
make a statement that you would not make
to the person directly.

19. Help others by encouraging them and
guiding them through difficult situations.

20. Encourage others by giving them credit when
credit is due.

21. Defuse situations by “putting a little light on
them.”

22. Manage stress in an effective manner 24
hours a day, seven days a week.

23. Be you! Proudly stand as an original.
24. Trust your instincts in all you do.
Physical Balance
25. Take care of your body.
26. Worry and turmoil are not good bedfellows.
27. Make time for play at school and at home.
28. When you are observing physical education

classes, get involved.
29. Fuel your body with nutritious food each day.

Avoid junk food.
30. Deliver the best physical presentation you

can as principal of your school.
31. Wear sensible shoes to work each day.
32. Practice good posture for presentation and

health benefits.
33. Display impeccable manners that will put

others at ease.
34. Know how to properly shake hands and

make introductions.
35. Utilize effective communication techniques.

Listen more than you talk.
36. Smile and display positive body language.
37. Return phone calls and answer emails.
38. Walk with enthusiasm and energy.
39. Effectively use your time each day in order to

maximize your task accomplishments during
a day.

40. Do not rely upon your own memory.
41. Complete tasks as soon as possible. Do not

procrastinate.
Intellectual Balance
42. Be professional at all times.
43. Understand the scope of your responsibility

as principal and the organizational chart of
your school system.

44. Know the chain of command and follow it to
communicate and conduct business.

45. Stick to the book.
46. Become proficient at conducting

conferences.
47. Create a student handbook and

communicate its contents to all of your
students and parents.

48. Create plans for every imaginable situation.
49. Build your winning team by carefully

selecting each team member.
50. Mentor new teachers and staff by assigning

an official mentor to them.
51. Improve employees’ performance through

accountability and communication of high
expectations.

52. Create a shared vision for your school’s
success with the input of all stakeholders.

53. Build morale in your school by establishing
relationships and initiating times of fellowship.

54. Remember the written word is the most
powerful form of communication because it
is everlasting.

55. Be careful about what you put in writing!
56. Visualize your created written document on

the front page of your newspaper; it could be
printed there one day. Be proud of each
document you create.

57. Be fair, firm and consistent in matters of
discipline and employee supervision.

58. Treat all people with whom you interact with
kindness and respect.

59. Model effective use of 21st century
technology.

60. Be a lifelong learner.
61. Tell your school’s story to all stakeholders

through public speaking opportunities,
websites and annual reports.

62. Speak about your school to others with
enthusiasm and confidence.

63. Avoid politics. Do not publicly support
candidates for election.

64. Do communicate your students’ needs to
elected officials within the perimeter of the
legislative process.

65. Read, study and turn off the television!
Emotional Balance
66. Maintain Teflon mentality.
67. Be strong mentally like a walnut – not thin-

skinned like a grape.
68. Do not let the turkeys get you down.
69. Delegate.
70. Create inspiring and productive learning

environments for you, your staff and
students.

71. Clean your desk regularly.
72. Have a student-created artifact such as a

drawing or piece of pottery on your desk to
remind you why you are in the principal’s
office.

73. Maintain a safe and clean facility at all times.
74. Remove clutter in your office and throughout

the school.
75. Have exceptional lighting throughout the

school.
76. Place a lamp on your desk to provide

additional lighting while working.
77. Have a comfortable chair behind your desk.
78. Consider having an alternate surface to work

upon while enabling you to stand such as a
counter or podium.

79. Take care of your faculty and staff and
provide them with the tools they need in
order to be successful.

80. Forgive. Begin each day with a clean slate.
81. Do not hold grudges and do not focus on the

negative actions of others.
82. Manage stress by living one day at a time.
83. Be organized and have information readily

available in the event of an emergency.
84. Do not check work email at home.
85. Strive to have an authentic conversation with

one person with whom you work each day.
86. Live with a thankful attitude.
87. Be confidential in all matters that occur at

the school.
88. Be loyal to the system for which you work.

Do not criticize its leadership publicly.
89. Do your homework. Make home matters a

high priority.
Final Words of Advice
90. Move slowly and with deliberation in all

actions.
91. Employ a bank teller’s mentality. Finish one

task before beginning another.
92. Do not be wasteful.
93. Seek wisdom. Read one chapter of King

Solomon’s Proverbs in the Holy Bible each day.
94. Work to maintain PIES balance and continual

improvement in the spiritual, physical,
intellectual and emotional areas of your life.

95. Don’t look back at your past mistakes.
96. Treat yourself in the same manner that you

would treat an employee or student.
97. Keep a holistic vision for your school and

plan for the future.
98. Love and protect the children that God is

entrusting to your care.
99. Mentor others along the way.
100. Remember you will only pass this way once.

We are only here for a little while, so enjoy
the journey.
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A STORY OF ONE SCHOOL LEADER’S QUEST FOR WISDOM
by Jan Irons Harris

Proverbs Related to 
Seven Qualities of Wise Leaders

1.   Vision
• Where there is no vision, the people perish.  
 Proverbs 29:18
2.   Knowledge
• Pay attention and listen to the sayings of  the  
 wise.  Proverbs 22:17
• The wise store up knowledge, but the   
 mouth of a fool invites ruin.  Proverbs 10:14
• I, wisdom, dwell together with prudence; I  
 possess knowledge and discretion. Proverbs  
 8:12
• The prudent see danger and take refuge.   
 Proverbs 27:12
• A man who remains stiff-necked after many  
 rebukes will suddenly be destroyed – without  
 remedy.  Proverbs 29:1
3.  Ethics
• By justice a king gives a country stability,  
 but those who are greedy for bribes tear it  
 down. Proverbs 29:4
• The proverbs of Solomon son of David, king  
 of Israel: for gaining wisdom and instruction;  
 for understanding words of insight; for   
 receiving instruction in prudent behavior,   
 doing what is right and just and fair; Proverbs  
 1:1-3
• The wicked flee though no one pursues, but  
 the righteous are as bold as a lion. Proverbs  
 28:1
• To show partiality is not good—yet a person  
 will do wrong for a piece of bread.  Proverbs  
 28:21
• Those who give to the poor will lack nothing,  
 but those who close their eyes to them   
 receive many curses.  Proverbs 28:27
• If a king judges the poor with fairness, his  
 throne will be established forever. Proverbs  
 29:14
• Speak up for those who cannot speak for  
 themselves, for the rights of all who are   
 destitute.  Speak up and judge fairly; defend  
 the rights of the poor and needy.  Proverbs  
 31: 8-9
4.  Humility
• When pride comes, then comes disgrace, but  
 with humility comes wisdom. Proverbs 11:2
• A man’s pride will bring him low, but a 
 humble spirit will obtain honor.  Proverbs  
 29:23 NASB
• Do not be wise in your own eyes.  Proverbs  
 3:7
• Do you see a man wise in his own eyes?   
 There is more hope for a fool than him.    
 Proverbs 26:12
• Let someone else praise you, and not your  
 own mouth; an outsider, and not your own  
 lips.  Proverbs 27:2
• The crucible for silver and the furnace for  
 gold, but people are tested by their praise.
 Proverbs 27:21
• Do not exalt yourself in the king’s presence,  
 and do not claim a place among great men;  
 It is better for him to say to you, “Come up 
 here,” than for him to humiliate you before a  
 nobleman.  Proverbs 25:6-7   

5.  Self-Control
• Anger - A fool gives full vent to his anger,  
 but a wise man keeps himself under control.   
 Proverbs 29:11
• Food (gluttony) - Do not join those who drink  
 too much wine, or gorge themselves on   
 meat, for drunkards and gluttons become  
 poor… Proverbs 23:20-21 
• Alcohol -…it is not for kings to drink wine,  
 not for rulers to crave beer, lest they drink  
 and forget what has been decreed, and   
 deprive all the oppressed of their rights.    
 Proverbs 31:4-5
• Work ethic - Lazy hands make for poverty,  
 but diligent hands bring wealth.  Proverbs  
 10:4 
 A little sleep, a little slumber, a little folding of  
 the hands to rest—and poverty will come on  
 you like a thief…Proverbs 24:33-34
• Sexual behavior - …a man who commits  
 adultery lacks judgment.  Proverbs 6:32
• Stability - If you fall to pieces in a crisis, there
  wasn’t much to you in the first place.  
 Proverbs 24:10 MSG 
• Answering a Foolish Person - Do not answer  
 a fool according to his folly, or you will be like  
 him yourself.  Proverbs 26:4
• Patience - A person’s wisdom yields 
 patience...  Proverbs 19:11
 Better a patient man than a warrior, a man  
 who controls his temper than one who takes  
 a city.  Proverbs 16:32
• Not easily offended - … it is to one’s glory to  
 overlook an offense. Proverbs 19:11
• Choosing friends - Do not make friends with  
 a hot-tempered man, do not associate with  
 one easily angered, or you may learn his   
 ways and get yourself ensnared.  Proverbs  
 22:24-25
6.  Counsel
• Plans fail for lack of counsel, but with many  
 advisors they succeed.  Proverbs 15:22
• Wounds from a friend can be trusted.  
 Proverbs 27:6
• An honest answer is like a kiss on the lips.   
 Proverbs 24:26
• He who ignores discipline comes to poverty  
 and shame, but whoever heeds correction is  
 honored.  Proverbs 13:8
• As iron sharpens iron, so one man sharpens  
 another.  Proverbs 27:17
• …wisdom is found in those who take advice.   
 Proverbs 13:10
• A fool spurns his father’s discipline, but who 
 ever heeds correction shows prudence.    
 Proverbs 15:5
• Whoever loves discipline loves knowledge;  
 but he who hates correction is stupid.  
 Proverbs 12:1
• It is better to heed a wise man’s rebuke than  
 to listen to a song of fools.  Ecclesiastes 7:5
• For lack of guidance a nation falls, but victory  
 is won through many advisers. Proverbs   
 11:14
• The way of fools seems right to them, but the  
 wise listen to advice. Proverbs 12:15

7. Understanding
• Be sure you know the condition of your   
 flocks… Proverbs 27:23
Self-Control
• A hot-tempered man stirs up dissension, but
  a patient man calms a quarrel.  Proverbs   
 15:18
• A man’s wisdom gives him patience; it is to  
 his glory to overlook an offense.  Proverbs  
 19:11
Careful Use of Words
• Even a fool is thought wise if he keeps silent.   
 Proverbs 17:28
• A man of knowledge uses words with   
 restraint…Proverbs 17:27
• He who guards his lips guards his life, but he
  who speaks rashly will come to ruin.  
 Proverbs 13:3
• He who guards his mouth and his tongue  
 keeps himself from calamity.  Proverbs 21:23
• It is to a man’s honor to avoid strife, but every
  fool is quick to quarrel.  Proverbs 20:3
• Do you see a man who speaks in haste?   
 There is more hope for a fool than for him.   
 Proverbs 29:20:
Flammable Words
• Do not pay attention to every word people  
 say, or you may hear your servant cursing  
 you – for you know in your heart that many  
 times you yourself have cursed others.    
 Ecclesiastes 7: 21-22
• Without wood a fire goes out; without gossip  
 a quarrel dies down.  Proverbs 26:20
• Do not slander a servant to his master, or he
  will curse you, and you will pay for it.  
 Proverbs 30:10
• A quarrelsome wife is like a constant dripping
 on a rainy day…Proverbs 27:15
• Better to live on a corner of the roof than   
 share a house with a quarrelsome wife.    
 Proverbs 25:24
• Do you see a man who speaks in haste?   
 There is more hope for a fool than for him.   
 Proverbs 29:20
• Do not boast about tomorrow….Proverbs  
 27:1
• Let someone else praise you, and not your  
 own mouth; an outsider, and not your own  
 lips.  Proverbs 27:2
Healing Words
• A gentle answer turns away wrath, but a   
 harsh word stirs up anger.  Proverbs 15:1
• Do not withhold good from those who 
 deserve it, when it is in your power to act.   
 Proverbs 3:27
• A generous man will prosper; he who re  
 freshes others will himself be refreshed.   
 Proverbs 11:25
Equal Time and Attention 
• Seldom set foot in your neighbor’s house – 
 too much of you, and he will hate you.  
 Proverbs 25:17
No partiality
• Do not gloat when your enemy falls.  
 Proverbs 24:17
 To show partiality in judging is not good.   
 Proverbs 24:23
• Speak up for those who cannot speak for  
 themselves, for the rights of all who are   
 destitute.  Speak up and judge fairly; defend
 the rights of the poor and needy.  Proverbs  
 31:8-9

Understanding Continued
• He who gives to the poor will lack nothing,  
 but he who closes his eyes to them receives  
 many curses.  Proverbs 28:27
Pick your battles carefully
• Like one who seizes a dog by the ears is a  
 passer-by who meddles in a quarrel not his  
 own.  Proverbs 26:17
• Do not speak to a fool, for he will scorn the  
 wisdom of your words.  Proverbs 23:9
 Conclusion: The Foolish, The Wicked and The  
 Wise
The Foolish
• …fools despise wisdom and discipline.    
 Proverbs 1:7 
 10:1
• He who walks with the wise grows wise,
 but a companion of fools suffers harm.  
 Proverbs 13:20
 17:16
The Wicked
• The evil deeds of the wicked ensnare them;  
 the cords of their sins hold them fast. For  
 lack of discipline they will die. 
 Proverbs 5:22-23
• A scoundrel plots evil, and on their lips it is  
 like a scorching fire. Proverbs 16:27
• The wicked crave evil; their neighbors get no  
 mercy from them. Proverbs 21:10
• …for the evildoer has no future hope, and  
 the lamp of the wicked will be snuffed out.   
 Proverbs 24:20
• At the end of your life you will groan, when  
 your flesh and body are spent. you will say,  
 “How I hated discipline!  How my heart
 spurned correction!  I would not obey my  
 teachers or turn my ear to my instructors,  
 and I was soon in serious trouble in the   
 assembly of God’s people.” Proverbs 5:11-14
The Wise
• Wisdom is supreme; therefore get wisdom.   
 Though it cost all you have, get understand
 ing.  Esteem her, and she will exalt you; 
 embrace her, and she will honor you.  She  
 will set a garland of grace on your head and
  present you with a crown of splendor.  
 Proverbs 4: 7-9
• Above all else, guard your heart, for it is   
 the wellspring of life.  Put away perversity  
 from your mouth; keep corrupt talk far from  
 your lips.  Let your eyes look straight ahead,  
 fix your gaze directly before you.  Make level  
 paths for your feet and take only ways that  
 are firm.  Do not swerve to the right or the  
 left; keep your foot from evil.  
 Proverbs 4: 23-27
• I saw that wisdom is better than folly, just as  
 light is better than darkness.  Ecclesiastes  
 2:13
• The wise man has eyes in his head, while the  
 fool walks in the darkness.  Ecclesiastes 2:14
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