Centre Principal

Under the general guidance of the Centre Director (CD) and Academic Director (AD), the Centre Principal (CP) manages the day-to-day running of teaching activities in the Centre and implements strategies for its future development. 

Duties and Responsibilities: 

The Centre Principal (CP) at any Dipont Centre has, besides their teaching duties, a range of management duties and responsibilities. The CP shall, to the best of his/her ability, carry out the following:

1. Liaison, Communication and Reporting
· Liaise with the Centre Director (CD) appointed by the school. This will include regular (weekly) meetings with minutes or records where appropriate. Foster good relations between Host School and Dipont staff. 

· Arrange meetings with staff in appropriate combinations, including a weekly meeting of academic staff. Arrange meetings between parents and staff resulting from liaison with the CD. 

· Produce and distribute periodic reports according to the needs of the Centre, informing parents of their child’s progress. 

· Develop sensible management information systems to record and provide necessary information in an accessible way. Assist the development of such consistent systems across centres. 

· Develop a Centre version of the school rules and support the school in its discipline of pupils. 

· Respond actively to comments on the functioning of the Centre, including assessment of teaching, management and discipline.

2.
Timetabling and Management of Teachers 

· Develop and establish an effective teaching timetable that fully utilises the teaching faculty, meets the requirements of the school and its students while not conflicting with the needs of the teaching staff. This includes liaison with Chinese teaching staff or their representatives to accommodate the other demands on their time.

· Devise and implement an efficient plan to provide teaching relief (cover) for teachers who are absent on school days. 

· Line-manage the subject teachers appointed to the centre. This is likely to include dealing with professional and career development issues, complaints, disputes and discipline, in accordance with Dipont’s policies.

· Foster an ethos within the centre that promotes effective work habits, good team spirit and improves staff retention.

· Oversee all Dipont Administrative staff in the Centre and work closely with the CLO to foster good relations with the Host School.

· Supervise the Centre Coordinator (CC) in his/her monitoring and recording of teachers’ attendance and punctuality.

3.
Quality Assurance

· Actively support the Quality Management Programme.
· Consult with the school on the arrangements for the admission of new students. This may include the development of entry tests and supporting entry testing and interviewing of candidates.

· Monitor and report on the quality of teaching within the centre to the AD.

· Carry out four teacher observations per academic year on all staff, copying written feedback reports to AD on all occasions (2 per teacher per semester)
· Seek assistance for teachers who are failing to meet the required quality of teaching.

· Where there are allegations of poor performance in respect of the teaching staff, to investigate, and if appropriate, put in place strategies for improvement and support, informing AD of action taken.

4.
Examination Preparation and Conduct

· Take overall responsibility for the organisation and conduct of internal and external examinations in accordance with the appropriate rules of conduct. Be prepared for inspection by the examination board.

· Seek collaboration with Host School and CD in providing suitable facilities and equipment for examinations.  

5.
Student Support

· Communicate with universities and university representatives when required.
· Oversee university applications, ensuring that personal statements, essays and references are completed in accordance with company policy. 

· Support effective liaison between Dipont university support staff (College Counsellors) and other Centre staff. Encourage the development of the role of Counsellor and the research required to keep those staff well informed of developments.

6.
Future Strategies/Planning

· Support the HR Director and AD in ensuring staff respond to offers of contract renewal within the specified timeframe.

· Keep accurate records on staff and students’ performance, which must be left in the centre in the event that the present CP leaves the centre for any reason. 

· Produce the required contribution to the Annual Dipont Report within the planned annual timeframe.

· Provide advice and support in the development of the curriculum at the Centre and across the company. 
7.
Other Duties

· Meet with students or parents of students who are not performing at their expected level. 
· Assist in organising and participate in occasional ‘Open Days’ or parents meetings for prospective students and parents.
· Assume overall responsibility for the security of information at the centre. 

· Develop and implement policies and procedures (within the agreements as developed by liaison with the CD) to ensure efficient and safe operation of the Centre. Offer suggestions concerning the administrative and daily operations of the Centre.

· Contribute to the general company support of Centre Principals in their duties.

· Periodic meetings with Dipont Management Staff.
· Support of activities organised by Dipont.
