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ELEMENTARY PRINCIPAL
JOB DESCRIPTION

OVERALL PURPOSE OF JOB
The Elementary (ES) principal is responsible for leadership and management within the
Elementary section of the school (NB this includes Timbertops i.e. the Early Years
programme) and for promoting the achievement of excellence in international education in
line with the school’s ethos and values.
In particular, the ES Principal:
1 is a member of the School Leadership Team, reporting directly to the Head of
School;
1 s responsible for supporting, facilitating, motivating and organizing the work and
the staff in the ES division;
1 has oversight of the elementary curriculum and the well-being of the students
(Grades Timbertots — Grade 5);
1 acts as the Head's representative or delegate in all matters specifically related to
the Elementary School;
1 participates in, but is not ultimately responsible for, teacher or administrative
recruitment (which remains the Head's responsibility).

GENERAL RESPONSIBILITIES

Effective leaders help everyone to make an impact on the quality of learning, teaching and
achievement. They lead and facilitate professional learning communities for all learners to
engage in conversation and dialogue about learning and teaching, attainment and
achievement, progress and assessment. They also create a culture where staff are
empowered to contribute beyond their remit and show initiative in taking forward learning
and teaching that they see needs to be done.

The ES Principal will therefore:

1 model the leadership skills to work with the members of St John's community to
inspire and motivate students, staff and all other members of the school
community. This includes core international educational values, moral purpose,
and respect of the community’s cultures, values and beliefs.

 model and promote the school’s vision, mission and values.

9 model and promote the school’s curricular and philosophical commitments as an
IB World School.

9 lead the ES School Leadership Team in developing and attaining its goals.
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9 ensure that at all times the school’s curriculum provides a safe, supportive learning
environment for students, teachers and all other members of our international
community.

i promote a culture where diversity is encouraged and where students learn to
respect differences, take responsibility for their actions, exercise leadership and
strive for academic excellence

I engage with teachers, students and the school community to create a thriving,
dynamic, aspirational, academic culture — a professional learning community
grounded in collaboration, focused on improving learning outcomes, and driven by
data-led decision-making.

The specific functions and responsibilities of the Elementary School Principal are:

A. TO LEAD LEARNING

Leaders for learning encourage and inspire others to reflect purposefully upon, and
improve, their learning. The Principal should develop the necessary professional learning
communities to support student learning, understanding how students learn best and how
their learning is judged. The Principal should model and promote life-long learning,
supporting colleagues’ better understanding of student learning, the learning
environments they may encounter, and how best to respond to them. Through the active
development of a culture of learning, the Principal will encourage the community to value
learning as an essential, integral and wonderful part of their everyday lives.

To secure and sustain effective teaching and learning throughout the school and to
monitor and evaluate the quality of teaching and standards of students’ achievement,
using benchmarks and setting targets for improvement.

9 To ensure that all students receive a good quality education through programmes
designed to promote a stimulating style of learning in a safe & healthy school
environment

M To ensure a consistent and continuous school wide focus on students’
achievement, using data and benchmarks to monitor progress in every child’'s
learning

i To ensure that learning is at the centre of strategic and action planning and
resource management

9 To build on creative, responsive and effective approaches to learning

1 To ensure a culture and ethos of challenge, accountability and support where all
students become engaged in their own learning

i To be able to implement strategies which secure high standards of behaviour in
line with the school’s ethos

9 To ensure effective pastoral care of students




B. TO LEAD TEACHING
The Principal should facilitate and encourage all staff to aspire to be lead teachers,
recognised and respected by the school community as exemplary practitioners. The
Principal should foster and promote creative, consistent and innovative teaching practice
over time, and initiate and lead activities that focus on improving teaching practice. Best
teaching practice should be reinforced by collaborative professional learning communities,
dedicated to meeting the needs of students from diverse backgrounds. The Principal
should model and share in the mentoring of teachers, to develop knowledge, practice and
professional engagement in others. The Principal should aim to inspire colleagues to
improve their own professional practice.
1 To ensure the delivery of a demanding and inclusive curriculum and implement a
high quality effective assessment framework.
9 To build on creative, responsive and effective approaches to teaching.
1 To be able to take a strategic role in the development of the new and emerging
technologies to enhance and extend the learning experience of students.
To monitor evaluate and review classroom practice and promote improvement
strategies to ensure that underperformance is challenged at all levels and ensure
effective corrective action with follow up undertaken.

C. TO LEAD OPERATIONAL/STRATEGIC PLANNING

Planning at St John's should be a disciplined and thoughtful process, embedded in our
professional learning communities; focused on data-driven decisions to enhance learning
outcomes; linked to our values, mission, and goals; and supported by a set of coherent
strategies and tasks designed to achieve those goals.

D. TO LEAD AND MANAGE STAFF, INCLUDING STAFF DEVELOPMENT

Leading and managing staff is key to student success at St. John's. We need to ensure
that staff continue to strengthen their practice throughout their career. The most e ective
professional development is focused on the needs of their students. Professional
development can be a formal process such as a conference, seminar, or workshop;
collaborative learning among members of a work team; or a course at a college or
university. However, it can also occur in informal contexts such as discussions among
work colleagues, independent reading and research, observations of a colleague’s work,
or other learning from a peer. The ES principal needs to create the framework within
his/her divisions for this to happen.

This will include, but is not limited to the following:

1 lead, motivate, support, challenge and develop staff to secure improvement.

1 maximise the contribution of staff to improve the quality of education provided and
standards achieved and ensure that constructive working relationships are formed
between staff and students.




9 plan, allocate, support and evaluate work undertaken by groups, teams and
individuals, ensuring clear delegation of tasks and devolution of responsibilities in
a manner consistent with their conditions of service and talents.

9 ensure that staff participate in and benefit from meaningful and relevant
professional development.

E. TO LEAD QUALITY ASSURANCE
Quality assurance helps to support teachers and build expertise and capacity at St John's
to deliver positive outcomes for students. Through sharing, understanding and applying
standards and expectations, quality assurance helps to raise standards and expectations,
and levels of consistency within the school. Good quality assurance will include
monitoring, self-evaluation and planning for improvement. Since assessment is integral to
learning, teaching and the curriculum, these quality assurance approaches apply equally
to assessment.
1 implement and sustain effective systems for the management of staff
performance, incorporating appraisal and standards for teachers.
1 helpin the development of a school-wide structure and approach that reflects best
and current practice.
1 To ensure that all staff in the school have access to advice and training appropriate
to their needs as a result of evaluation of performance.
1 To adopt effective procedures to deal with the competence and capacity of staff.

F. TO LEAD COMMUNICATION & LIAISON
Effective communication enables a shared understanding of an organisation’s policies,
programs, goals or directions. It involves forming shared understandings in liaison with all
stakeholders and teams. Good communication is important in having a clarity of purpose,
transparency of processes, and in building shared, agreed, expectations of outcomes.
9 Effectively communicate all matters concerning the Elementary School to
students, staff, parents and the external community.
9 Ensure that the communication documents are up-to-date, relevant and easily
understood by all.
9 Ensure that everyone in the divisions respond in a timely, respectful manner to all
verbal and written messages received.
9 Ensure that all policies are implemented and followed in the uniform manner
expected within the policies.

G. TO LEAD THE MANAGEMENT OF RESOURCES
Resource allocation needs to be efficient and effective to improving student engagement
and learning. It should link in to the wider school goals as well as the St John's Mission,
Vision and Values. Resource management will encompass:
i deployment of people and resources efficiently and effectively to meet our
educational objectives.




work with senior ES colleagues and Head of School to recruit staff of the highest
quality available.

work with senior ES colleagues to deploy and develop all staff effectively in order
to improve the quality of education provided.

Implementation of decisions in relation to staffing.

work with the School Leadership Team on appropriate priorities for expenditure,
allocate funds and to ensure effective administration and control.

manage and organise academic and non-academic space efficiently and
effectively, to ensure that it meets the needs of the curriculum and health and
safety regulations.

make arrangements, if so required, for the security and effective supervision and
maintenance of the school buildings, contents and grounds.

undertake responsibilities as defined in the Health and Safety Policy.

manage, monitor and review the range, quality, quantity and use of all available
resources in order to improve the quality of education, improve student outcomes,
and ensure efficiency and value for money — whilst always remaining within
agreed budget limits.

H. TO ASSIST THE HEAD IN THE STRATEGIC DIRECTION AND DEVELOPMENT
OF THE SCHOOL.

Working with the Head and school community, to strategically analyse and plan for the

future within the local, national and international context:

T

To translate the Mission and Vision into agreed objectives for the school and
policies for their implementation.

To identify with and promote the school’s ethos which secures effective teaching,
successful learning and achievement by students and sustained improvement in
their ethical, moral, cultural, academic and physical development and prepare them
for the opportunities, responsibilities and experiences of adult life.

To secure the commitment of parents and the wider community to the ethos and
direction of the school and the implementation of the school strategic plan,
underpinned by sound and prioritised financial planning, to ensure students
achieve maximum benefit.

To ensure that all those involved in the school are committed to its aims, motivated
to achieve them and involved in meeting long, medium and short term objectives
and targets which secure the educational success of the school.

To ensure that the management, organisation and administration of the school
supports its vision and aims.

To monitor, evaluate and review the effects of policies, priorities and targets of
the school in practice and take action if necessary.

I. ACCOUNTABILITY
To be accountable to the Head and the school's community for the efficiency and
effectiveness of the school and in particular ensuring that students enjoy and benefit from
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a school that promotes high standards for education, responsibility and citizenship in a
supportive learning community.
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