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Leadership for a better world

EARLY YEARS CHINESE PRINICIPAL JOB DESCRIPTION

Job Title: ‘ Chinese Head of Harrow Little Lions (HLL) F§Z/)\Jii4h) LE S5 =1<
LIS Foreien Head of HLL ISB/Mi4h) LRSS EHE

Job Purpose TYEE/Y:

To support with the day-to-day running of the HLL programmes for all children and to ensure that all activities,
routines and rules are properly understood, sensibly conducted and conscientiously observed in order to ensure that
the HLL’s high reputation is suitably maintained in liaison with the Foreign Head of HLL.

ARSI LB HEEERAS, FRRITEEE. FIMANESERESER. BEMTIIAEE
5. SINEER—EEFES /NN IENREEE.

To support the Foreign Head of HLL in delivering the Harrow Little Lions ethos of a happy, vibrant and proud
community where the Harrow values and high academic standards are established and maintained.

SHFRZ /NN LERISMS ERESEIRE. EAMIESRES /NS, FEWTERE MRS iME
MASFEARIRE,

To support in evaluating, co-ordinating and developing the academic aims and standards of the HLL with the Foreign
Head of HLL, and in partnership with pupils, staff, governors and parents.

BN, tEFIA RSN LERIFEA BirNimE, SIS0 LERIMNSEREE, F5F4E.
KT, BUFHIRIKE!E.

To support the parents and pupils in understanding the context and culture of the HLL's environment.

FENSIAIFE T RIS D /ML) LEIMRRIE S,

The HLL EY Centre is committed to safeguarding and promoting the welfare of children and young people and expects
this post holder, and all staff and others connected to the school to share this commitment.

122/ MIm%h) LEE D TRIEFREE) LEREF R ARER, AHRBEZERE, LRSFREXMNAER TR
ftb NEBREHL ZIX—7HKIE.

Key Tasks and responsiblities EE(E5SFNRNEE

Key areas of accountability  pain duties & responsibilities to support achieving accountabilities FEEAREE
FERE

1. Deputise for the Head of Supporting the Foreign Head of HLL in the day-to-day running of the department.

HLL XFaS Mz LERYSNS EREATER JNEBIEE.
RS 0% ) LEE<AK
x Taking full responsibility for the short-term operation of the HLL in the absence of the

Foreign Head and maintain a visual presence across the School.

EINSEIKERER, £EAREES /ML) LERIERIEE, AFREERRT
RS SAED.

Harrow is committed to the safety and protection of children.
All employees are expected to comply with our School Child Protection and Safeguarding Policy.



2. Teaching and Learning

w5

3. Curriculum

iRiE

4, Policies and Procedures

BUERTNIRE

5. Safeguarding and pupil
well-being

RIEFNFERE

6. Cover

KR

7. Events and Assemblies

RS
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Supporting the Foreign Head of HLL to evaluate and organise the Teaching and
Learning in the HLL in order to ensure that proper student progress is established and
maintained.

SRS N4 LEIRISN S RIS B /M4 ) LERIZ I TIHEFIER, LA
HBREAIRIFNE S FEEHRD,

Support with the overview of the whole curriculum and advise on its development in
consultation with Foreign Head of HLL.

SEARENEARLR, HERZ /) LERINSEKNE, RENRER
HEI

Ensure regular updates of policies and procedures are made in liaison with the Lower
School SMT and Foreign Head of HLL and maintain the HLL Handbook.

SREFR sMT MIES/INiZ)) LRSS EIKEE, EEEFBERIIME, FrHHH
a2 /M%) L.

Support with the whole campus budget in liaison with the Foreign Head of HLL.
SEZ/NMZh) LERISMNSEKEE, XEFENMRERITIE.

Guarantee the safeguarding and promote the welfare of children and young people
by ensuring that all staff, and those connected to the School, share this commitment
and responsibility. Have responsibility to safeguard and promote the welfare of
children, and to work together with others to ensure adequate arrangements within
the School help to identify, assess, and support children who are being harmed.

HOFREMEHE) LEIS O FRYERN, BRIMELIFARIISERERIA
RIERFBX—FEIRE. INERBRENRHR) LEEFNEE, SHAS
18, WIRFRAEFEFRORILHEE, BENRA. HEFSHHEZERILE.

Monitor Health and Safety matters within the HLL and report any cause for concern
to the designated Health and Safety Officer.

WRED/NIGIERRRNZEEE, RISENRRNZETERSEHT
5 [#E2XIERIEIN,

Manage the cover for absent staff, ensuring that all duties and lessons are covered
appropriately.

XRENR THITEIR, HRFTBIRRIIREEMERIZEILHE.

Take responsibility for the operation of all events and assemblies, ensuring the

smooth running of events whilst taking into consideration the use of facilities in the
HLL.

EHEAREENIESANENE, BREIRIFEIT, RITEEIEES ML)
JUEIRBERIER.

Oversee the Educational Visits programme and ensure a balance of curricular, extra-
curricular and cultural activities is provided.

WEHBENETY, RDRE. WRINEIIRCERRIFE,

Harrow is committed to the safety and protection of children.

All employees are expected to comply with our School Child Protection and Safeguarding Policy.



8. HLL Timetable
RE V%)) LE SR

9. School Reports

FERIRE

10. Admissions

BE

11. Teacher Recruitment &
professional development

HIFRES AR

11. Parental and External
Communication

REBMIMRIBE

12. School Improvement

Plan ZEEGHITEI

13. Campus Management

REEE
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Have responsibility for the construction of the HLL timetable each academic year, in
consultation with the appropriate senior managers and within the parameters laid
down by the SLT. Create and maintain rotas for the HLL.

AERBFFERE/NIY)LEREXRNEE, SEXSREBEARDE, HE
SLT MERSECEEN RS ML) LEeZFI4EREYER.

Work with relevant senior staff to ensure that the process of reporting to parents
throughout the year is carried out to a high standard.

SBRXRTEE, BReEFARKCRINIEAISINE.

Support in forecasting pupil numbers, class sizes and rooms in the HLL for the coming
academic year, in liaison with Admissions, the Foreign Head Master, the Chinese
Principal and Head of HLL.

SRER. SMFER. FHERMES M) LEERKYE, hefes
NN LE F—FFRIFEANE. PIRAURINE =L,

In conjunction with the Head of HLL, taking part in the recruitment, orientation,
induction and professional development of all HLL staff.

SN LEERKEES SRS IV LESAR TREEE. NERFIZW
KR,

Oversee Parental Communication, both in terms of the school’s Open Door Policy and
dealing with parental concerns and complaints, as needed.

WERKDE, BFFRNNIPAREBER, URRESEIEFIKAEINNR
Fe

Develop and prepare for the HLL all communications for parents, students and staff
including curriculum and assessment guidance, parents’ evenings, parent
presentations, the relevant sections of the HLL Parent Handbook and the HLL website
in liaison with the Head of HLL.

SEZ M) LEIRIKEXER, RS/ LEFFATESESRK. F4E
MRATHEE, BERENHEES. RKBRE. RKS. BE /M) LEZR
KFMAFERZETFIGS /NI ) LIS,

Work with the relevant Government Relations staff to support with external relations.

SRXBIFREARGE, SHRIIMRER.

Support with the development of the HLL Improvement Plan and produce a termly
and yearly Action Plan aligned with the aims and objectives of the school.

SRS ML) LESUHTHRIRIFIE, FHREFRINBFIR EFIEEHE
EiTahitLl.

Work alongside the Head of Operations to support the day-to-day running of the
campus and ensure campus safety and compliance.

SzETESF ERENEEEE, BRREZREMNEM.

Lead and manage the campus teams in liaison with the Head of Operations.

SzEEXETE, NSHMEEREEPA.

Harrow is committed to the safety and protection of children.

All employees are expected to comply with our School Child Protection and Safeguarding Policy.



14. EDB Regulations
EDB HI%E

& 2

! N
W &
\S <
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Implement the relevant national laws, regulations, policies and local regulations, and
establish and organize the implementation of the rules and regulations of the
kindergarten.

BUPITERBXRER. AN, BERMESEZEN, #rARRLEL) LERT
EHIE

To be responsible for care and education, health care and security.

MEFEYE. DERETRE

To be responsible for the appointment and deployment of teaching and
administrative staff in accordance with the relevant provisions, the guidance,
inspection and evaluation of the work of teachers and other staff, and to give rewards
and punishments.

HEERBRAEBTEERFEEREAR, 85 8. FRAMNEMTEA
RETE, FETRIE

To be responsible for the ideological work of the teaching staff, organize training
session, and create necessary conditions for their study, further study and educational
research.

REHTRIBEBITIE, BLUSII, AHEIDNZES. HEMHEHAREIEVESR
(&5

Care for the physical and mental health of teaching staff, safeguard their legitimate
rights and interests, and improve their working conditions.

ROHDS O RPN & A s E U TRt

To organize and manage buildings, equipment and funds.

PRETERTY). RENZE

Organize and give guidance to parents.
RIUESFRK

Responsible for communicating and cooperating with the community.

ARSHKXFBESEE

Harrow is committed to the safety and protection of children.

All employees are expected to comply with our School Child Protection and Safeguarding Policy.
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Key Relationships EEEEXZR:

Internal PSP

e Foreign Head of HLL, Head of Lower School, Director of Studies, Heads of Phase/Year Group Leaders and
other key staff members across the Whole School.

o WRE/NFHILEINGER. JBFEREK. FAREE. MREE. FREE. ERNREE. FREE
FXRETIFAR.

External ApEf
e Parents, Governors and other service providers.

o KK, BUFMSHIEMHEETI.

Other important features EL{th EEE4S1E:

e Work closely with the School’s Leadership Team to ensure effective implementation of the School’s
strategic plan and to take a central role in that process.

o SERMSEIIEE, WHRFRAEITRINERELRE, FEX—IIEPAREZOMER,

e To liaise with Lower School to ensure continuity in systems across the phases of the Lower School.

o SINFEFRERE, HIRFREBMBRAANELM,

e Attendance at educational visits, Parent Information Evenings, community events and other events
necessary for the smooth running of the HLL.

o« ZNHERE. RKERKS., HKIENFIFRINFIE TRREMED.

e Representing the School at official functions as and when requested by the Foreign Head of HLL.
o FEINHERERIIARERIITLAS.

e Teach, as required and specified by Foreign Head of HLL.

o IEZ/MINZN) LESNG EBHCATEESRRIZE.

e Lead by example in all professional matters, ensuring that all teachers and students observe matters such as
dress, punctuality and mutual support.

o HERBETRWESSLUSIEN, BERFAEHMNFEETER. THRHNEESHFSFSIL

e Contribute to the development of the overall Harrow vision and ensure that pupils, staff and parents all
understand and subscribe to that vision.

o NETEFBIAARMETEE, BRFE. [ITHRKEERHARX—EE.

e Be available to advise academic staff and individual pupils, ensuring that, as far as possible, each person’s
individual needs are met so that they can reach their potential, and that pupil progress is maintained.

o RAFARARMFENARMEN, BHRFTEHRESIARNTATK, EbEEERE SRR,
FERURIFFERHE,

Job Requirements [ {F ZR:

Harrow is committed to the safety and protection of children.
All employees are expected to comply with our School Child Protection and Safeguarding Policy.
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e The ability and willingness to inspire others; leading by example, modelling the School’s motto Educational
Excellence for Life and Leadership in relationships with pupils, colleagues and parents.

o BEBHBREEIMEA, LISEN, FENE. BSEHIRRXERT, BERSR)| (FEHAEENHRSIH

B) .
e Appropriate teaching qualifications and experience.
o EBRIHFEEINZR.
e The ability and commitment to be an excellent classroom teacher.
o BRANFRERIDRIBENFIFE.
e A strong commitment to high standards of Teaching and Learning.
o NIEINEHFHEERE.
e A genuine commitment to the Safeguarding, wellbeing and pastoral care of children.

o HIFFHTRIE L ERIREMEE.

e Interests and abilities that can enhance the School’s extra-curricular enrichment programme.
o BXBIREN, RLFRAIFINGDN.

e Excellent inter-personal skills.

o RIFHIARRRIERES.

e Excellent administrative, organisational, and ICT skills.

o MFEMNEE. HLEFIBERAREE.

e L  —

Essential X ERY Desirable IEABHY
Behaviours {75 - Upholding the Code of Conduct and Harrow - Willingness to offer extra curricular
motto. activities.
BT AHENFBARIIEDER. ERIRALRINEDN.
- Self-motivated and hard working. - Willingness to learn and adapt.
B, SHhIE BRFE IFIENL,
- Well-organised.
BRI
- Creative.
-BELE
Skills and - A good understanding of curriculum - Open to exploring innovative
Knowledge developments in EYFS approaches from across the educational
FEHETNANR X EFS RIEFFRIERIFINT field.
- An understanding of how Assessment for SHRRB BRI ERF RS
Learning can improve pupil performance. =
T REFI ML R SRR - Subject knowledge sufficient to
- Ability to work in a way that promotes the challenge able students and achieve high
safety and wellbeing of children. outcomes.
ARt LB FIEI FRIFMRE LA RENRFEEFFEY
- Effective communication and engagement with 1EE ks
children and their families.

Harrow is committed to the safety and protection of children.
All employees are expected to comply with our School Child Protection and Safeguarding Policy.
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EiEEEIE

-5 LEREFREH TEXU B

- Mandarin speaking.

- Knowledge and understanding of
positive disciplinary methods.

T RN EERERRRANLE TS E

- Knowledge and understanding of child
development and its impact

on behaviour.

TRRIERRENEXITHRIEN

Experience ££58&
teacher.

BIEAF

- At least 5 or more years as a qualified EY

E0 5 LA SRR LEhEe
- Experience/confidence to teach across the age
range of 2-6 years old.

2-6 ZEFRREIH L /(E0
- Teamwork and collaboration.

- Teaching experience in an International
School.

EERERINSF LY
- Know how to challenge and differentiate
for children of varying abilities.

FEWMEHEFIX S A RRE DRI T
- Have taken a lead role in organising and
implementing extra-curricular activities.

TEARMEERINET EARE 790
S1EH

Qualifications &

Kindergarten certificate 35 E%1) LEZIDER
& IR EE FE/NFHITEAEUES
-BEHFEH) LESNFE—R R ZITERSS
X540 LEEIK RIS EIUED

- Proven record of improving standards
through high quality teaching.

B SREHFRENVENRIFICR.
- A specialism in the subject.

FRIAETIRHR

The duties and responsibilities in this job description are not restrictive and the post-holder may be required to
undertake any other duties that may be required from time to time. Any such duties should not however substantially

change the general character of the post.

PREAEIAPRIBRSEAZIRG, AR REERERAIFE ARIEEMERS, Tieu, ZRMATEAERF SN,

Education is an ever-changing service and all staff are expected to participate constructively in school activities and to adopt a

flexible approach to their work. Whilst every effort has been made to explain the main duties and responsibilities of the post, each

individual task undertaken may not be identified. The post holder will be expected to comply with any reasonable request from

the line manager to undertake work of a similar level that is not specified in this job description. This job description may be

amended at any time following discussion between the line manager and member of staff, and will be reviewed annually during

the appraisal process, and will be varied in the light of the business needs of the school.

Harrow is committed to the safety and protection of children.

All employees are expected to comply with our School Child Protection and Safeguarding Policy.




