DUTIES AND RESPONSIBILITIES

1. Supervises and directs all school teaching and non-teaching personnel

2. Manages instructional system

3. Sets up goals and objectives

4. Leads and implements educational programs

5. Organizes and conducts INSETs

6. Promotes and coordinates services for the holistic development of school personnel and pupils
7. Directs, coordinates and manages school funds according to prioritized needs

8. Assigns teachers where they best fit to teach (grades, learning areas, special assignments, etc.)
9. Requests and distributes instructional materials

10. Initiates and compiles teachers’ professional documents in portfolios

11. Practices equitable distribution of teaching loads and observes teacher-learner ratio

12. Inspects regularly Daily Lesson Logs (DLL)

13. Monitors teachers upkeep of students records

14. Provides EPA compliant accommodation to learners amidst shortages

15. Prepares/consolidates reports

16. Rates all school personnel performance and recommends promotion

17. Creates committee to assess learning outcomes

18. Establishes linkages with stakeholders

19. Ensures compliance to existing laws, policies and orders of fund raising projects for the school
20. Evaluates the school plant, physical facilities fitness, safety and sufficiency with the assistance of specialists
21. Formulates intervention programs/innovations for learners development

22. Organizes special classes for learners with special needs

23. Meets parents regularly to confer/inform about school accomplishments

24. Determines the strengths, weaknesses, opportunities and threats of the school

25. Designs programs with stakeholders to address school needs

26. Recognizes accomplishments of stakeholder’s

27. Promotes welfare of stakeholders’

28. Mediates and ensures resolution of conflicts in school

29. Formulates school policies with stakeholders

30. Harnesses participation of alumni and other organizations (NGOs, LGUs, PPP)

31. Promotes school discipline with stakeholders




DUTIES AND RESPONSIBILITIES

32. Leads the preparation of SIP/AIP and ensures participation of stakeholders




