


Introduction:

St. Mark& Day School management team constitutes the highest level T £ OEA OAET T
management that will be directly responsible for managing its day-to-day operations. This
team will help shape the shared vision and educational environment which implements the
philosophy of the school and transforms the collective vision into an effective and efficient
business practice that ensures accountability, leadership, professional performance and
academic achievement.

The team will operate by consensus and with open discussions on a regular basis. The
administrative team should feel comfortable disagreeing, for that is how true consensus is
developed; but once a consensus has been reached, each member of the administrative
team will represent the eventual outcome as the groupd d&cision.

The management team will include the following positions:
1. School Headmaster
2. Vice-principals and Academic Coordinators
3. External Relations and Parent Coordinator
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Roles and Responsibilities:

1. Headmaster:

The schoolé Beadmaster or Chief Executive Officer (CEO) is the highest-ranking

administrator in the school and will be responsible for the overall management and
financial operation of a school. The Headmaster will serve as a model for excellence both in
and out of the classroom; and a model for integrity. He will work in concert with the
management team, faculty and parents for the development of individual success and self
confidence among the students and the faculty in the school. Additionally, the faculty,
parents and the headmaster will be dedicated to encouraging, supporting, and nurturing
students in their pursuit of excellence.

Job Functions:

u

Provide leadership and strategic guidance on policies and procedures for the
operation and functioning of the school consistent with its philosophy, mission,
values and goals.

Establish and promote high standards and expectations for all students and staff for
academic performance and responsibility for behavior.

Manage effective and clear procedures for the operation and functioning of the
school consistent with the philosophy, mission, values and goals.

Provide oversight and ensure accountability for all school financial resources,
supplies, materials and equipments.

Provide overall management and oversight of school budget, including earnings and
expenditures.

Ensure that school is in compliance with state laws, board policies and civil
regulations.

Keep Board advised and informed on needs, successes and all management and
financial operations and procedures of the school.

Keep the staff informed and seek ideas for the improvement of the school. Conduct
meetings, as necessary for the proper functioning of the school.

Attend required meetings (e.g.. fund-raising, curriculum, etc.), extra school
sponsored functions and religious events.

Provide supervision of schol 1 8 © AAAOI OU AT A OOAAEE
accordance with personnel annual performance appraisal and development.
Perform any duties that are within the scope of employment, as assigned by the
Board and not otherwise prohibited by law or in conflict with terms of reference.
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2. Vice-Principals & Academic Coordinators:

St. Mark& Day School will designate two Vice-Principals/Academic Coordinators;
one for the Lower level and Upper level/Middle School respectively. Both Vice-Principals
will report directly to the Headmaster. They will be responsible for implementing and
enforcing school policies, academic program, administrative rules and regulations to
ensure that all students, faculty and staff are supervised in a safe parochial learning
environment that meets the approved curricula and mission of the school. They will
administer the students and personnel program, including scheduling, curriculum
development, extracurricular activities, human resource management, emergency
procedures, and facility operations.

Job Functions:

U Implement, supervise and evaluate policies and procedures for the operation and
functioning of the school consistent with its philosophy, mission, values and goals.

U Establish and supervise the annual master schedule for instructional programs,
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philosophy, mission statement and instructional goals.

U Supervise the instructional programs; evaluate lesson plans, OAAAEA 08 O DPAOA&I C
and development on a regular basis to encourage innovation consistent with
evidence based learning and child growth and development.

U Supervise and evaluate support/administrative services as assigned.

U Supervise in a fair and consistent manner effective discipline and attendance
systems with high standards, consistent with the philosophy, values, and mission of
the school.

U Ensure a safe, orderly environment that encourages students to take responsibility
for behavior and creates high morale among staff and students.

U Establish a professional rapport with students and staff. Display the highest ethical
and professional behavior and standards when working with students, parents and
school personnel.

U Prepare required reports and paperwork such as annual reports, discipline reports,
suspension reports, expulsion paperwork, discrimination complaints, injury reports,
parent communications, and other paperwork as assigned.

U Assists in the development and oversight of the instructional budget.

U Assists in planning, implementation and supervision of special events.

U Assists in the care and management of the building and grounds, furniture,
equipment, apparatus, books, and supplies.

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

U Keep the staff informed and seek ideas for the improvement of the school. Conduct
meetings, as necessary, for the proper functioning of the school.

U Establish and enforce procedures that create and maintain attractive, organized,
functional, healthy, clean, and safe facilities, with proper attention to the visual,
acoustic and temperature.




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

U Develop and enforce clear emergency/disaster procedures and provide regular
drills for emergencies and disasters.

U Establish procedures for safe storing and integrity of all public and confidential
school records. Ensure that student records are complete and current.

U Protect confidentiality of records and information gained as part of exercising
professional duties and use discretion in sharing such information within legal
confines.

3. External Relations & Parent Coordinator (ERPC):

This position will entail coordinating and implementing parent involvement in
O O 6 A Adudatiddal pfograms and school activities; as well as facilitating positive parent,
school and student relationships. In addition, the ERPC will research and liaise with a broad
array of community resources to support instructional programming; student development
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and communication between teachers, parents and other school personnel to ensure
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directly to the headmaster and will work in coordination with vice-principals and teachers.

Job Functions:
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collaboration with management team, teachers and staff.

U Assist teachers/staff and families to develop strong partnerships and enhance
communication between parents/families and school staff.

U Serve as liaison between families and teachers when problems arise and help
teachers communicate important information and deadlines to parents.

U Meet individually with parent/guardians and maintain regular contact with each of
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U Develop extracurricular activities for parents, and coordinate the scheduling of
these activities with management team. Facilitate educational and personal
development programs for parents.

U Coordinate and host PTA meetings in accordance with the requirements of the
school parent involvement policy.

U Create and galvanize an Alumni Association with programs and services that help
alumni maintain connection with and support for the school and fellow graduates.

0 Contact and develop working relationships with institutions, businesses and
organizations in the community OT DHDOT I T OA OOOAAT 6O AT A DPAOAI

U Publicize and promote state, city and district programs for students and families,
such as workshops and literacy activities, and others (as it applies to the school).

U Attend community meetings that will help connect to community resources for
students and families in the school.

i Communicate regularly with headmaster and vice-D OET AEPAIT O AAT 6O DA
AAT EI EAOE EAARAAO AT A AT 1T AAOT O8




0 Complete basic reporting requirements including, but not limited to progress notes,
OOOAAT OO6 OADPI 0008
U Additional duties/projects as assigned

4. School Chaplain
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program, and to provide spiritual, pastoral and moral support for students, faculty, and
staff, including the organization of religious services. He will be responsible for the spiritual
welfare of both the students and the school community as a whole; and will help to foster a
O EAEDAO AsthdoBedvironment of love, respect and compassion through pastoral care
and guidance.

Job Functions:

U Develop the curriculum and teach religious education and ensure that students are
exposed to the principles of Christianity during their learning

U Organize school-related prayer services/Masses and/or act of worship on a regular
basis

U Meet students, parents and faculty on an individual basis to provide counseling if
undergoing emotional or spiritual problems.

U Lead groups of students, parents and faculty to address issues such as emotional
trauma, bereavement and others.

U Gather religious resources such as songs of worship for school use. Establish and
lead Bible and other religious study groups.

U Serve as a regular liaison with other faculty and staff members and parents for the
welfare of the students

Coordination

The management team will work under the overall coordination and oversight of the
Headmaster. The team will meet at least once a month to discuss and commit to share
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Once decisions are made and agreements are reached; the Headmaster will designate
someone from the management team to inform all parties accordingly. In the absence of
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however final decisions will be routed through the office of the Headmaster.



