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JOB DESCRIPTION 

Job Title:  High School Coordinating Principal 

Reports to:    Executive Principal 

Supervises:   High School Teachers 

The High School Coordinating Principal (HSCP) serves as the educational leader, responsible for ensuring policies, 

regulations, and procedures are adhered to by students and staff, ensuring that all students are supervised in a safe 

and stimulating learning environment that meets the approved curriculum and mission of the School. The HSCP is a 

member of the High School Senior Leadership Team (SLT). 

Achieving academic excellence requires that the HSCP work collaboratively to direct and nurture all High School staff 

members and to communicate effectively with parents. Inherent in the position are the responsibilities (which may be 

devolved) for scheduling, curriculum and its ongoing development, staff professional development, learning and 

teaching, student admissions, guidance and pastoral care and the extra-curricular activities programme. 

SPECIFIC RESPONSIBILITIES 

Responsibilities and Duties   

The HSCP will have the following responsibilities and they are subject to annual review: 

1.  Culture 

1.1 Establish and promote high standards and expectations for all students and staff for academic performance 

and responsible behaviour. 

1.2 Establish a culture of continual improvement and reflection guided by best practice in International Education.  

1.3 Serve as a role model for staff and students by: 

i. demonstrating the importance and relevance of learning; 

ii. accepting responsibility; 

iii. demonstrating pride in the education profession. 

1.4 Display the highest ethical and professional behaviour and standards when working with students, parents 

and school personnel. 

1.5 Implement and evaluate staff and teacher disciplinary processes and procedures, in conjunction with the HR 

department. 

 

2. Communication 

2.1 Develop, implement and review communication channels to ensure regular parent contact to create a 

cooperative relationship for student support. 

2.2 Maintain visibility with students, teachers and parents. 

2.3 Use effective presentation skills when addressing students, staff, parents, and the community including 

appropriate vocabulary and examples, clear and legible visuals, and articulate and audible speech. 

2.4 Use excellent written and oral English skills when communicating with students, parents and teachers. 

2.5 Complete in a timely fashion all requests from the Executive Principal. 
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3.  Students 

3.1  Develop, manage and evaluate clear and effective systems to ensure the highest standards of student welfare. 

3.2 Ensure the school provides a safe and orderly environment that encourages students to take responsibility for 

their own and others’ behaviour, based on tolerance and mutual respect. 

3.3 Design support systems to ensure that the school meets the educational, social and emotional needs of all 

students. 

3.4 Design guidance systems to ensure that the school supports the educational aspirations of all students. 

3.5 Establish schedules and procedures for the safe supervision of students while they are under the care of 

Sekolah Ciputra. 

3.6 Assume responsibility for the health, safety, and welfare of students, employees and visitors. 

3.7 Establish procedures that create and maintain attractive, organized, functional, healthy, clean, and safe 

facilities, with proper attention to visual, acoustic and temperature elements. 

3.8 Develop clearly understood procedures and provide regular drills for various emergency and disaster 

scenarios.  

3.9 Ensure sequential learning experiences for students, consistent with the school’s guiding statements and 

instructional goals. 

3.10 Ensure that the instructional and co-curricular programmes provide an appropriate level of challenge for all 

students. 

3.11 Establish and maintain an effective inventory system for all school supplies, materials and equipment. 

3.12 Establish and implement procedures for the evaluation, selection and approval of instructional materials and 

equipment. 

3.13 Establish the annual master schedule for the unit’s instructional and extra-curricular programmes. 

   

4. Parents 

4.1  Maintain the highest level of parent satisfaction, trust and goodwill. 

4.2 In conjunction with Grade Level Managers (GLMs), assume the responsibility for initiating contact with parents 

on matters relating to student management. 

4.3 Be proactive in organising meetings with parents of individual students in order to pre-empt pastoral care 

and/or discipline problems. 

4.4 Monitor and enhance communication between the School and parents. 

4.5 Develop opportunities for the sharing of information with parents. For example, Coffee Mornings. 

 

5. Staff 

5.1 Oversee the interviewing process for prospective High School staff. 

5.2 Be responsible for staff induction. 

5.3 Develop and maintain open and positive communication processes with and among staff. 

5.4 Work closely with all SLT members on professional development and appraisal issues. 

5.5 Keep staff informed of expectations and observation criteria as per the school appraisal process. 

5.6 Supervise the instructional programmes of the school. 

5.7 Observe classes on a regular basis to encourage the use of a variety of instructional strategies and materials 

consistent with research on learning and on child growth and development. 
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5.8 Oversee and work with Heads of Faculty (HoFs). 

5.9 Evaluate faculty and teacher planning. 

5.10 Design and support systems for ongoing professional development of teachers and staff. 

 

6. School Community 

6.1  Foster parental and community involvement in the School. 

6.2 Encourage and maintain good communication with parents. 

6.3 Attend Parent Support Group (PSG) meetings when possible.  

6.4 Attend school functions and meetings as appropriate. 

6.5 Develop a range of opportunities for parents to become involved in school life. 

6.6 Work with parents when disciplinary issues arise or when students are not succeeding academically and 

parents have concerns. 

6.7 Attend meetings and functions to represent the School.  

6.8 Contribute to the development of School advertising and promotional materials. 

6.9 Be responsible for the annual review and creation of the High School Staff Handbook and High School Parent 

Handbook. 

7.  Operations 

7.1  Create, develop, manage, supervise and evaluate effective and clear procedures for the smooth 

 operation and efficient functioning of the High School. 

7.2    Ensure that High School operations are consistent with the School’s Mission, Vision and Values. 

7.3   Run a high-quality educational programme for all students within the confines of the annual budget.. 

              

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task 

undertaken may not be identified. You will also be expected to comply with any reasonable request from the Executive 

Principal to undertake work of a similar level that is not specified in this job description. 


