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The Job Description of DP Coordinator
AEMFEIB#EASR (DPC) R{ERE

General Responsibilities:
IR DR -

Reporting to and under the direction of the senior high school principal, the DP Coordinator
has the authority to plan and manage the processes of change necessary for developing DP
programme. The DPC is responsible for providing pedagogical leadership, information, guidance
and administrative support to candidates, colleagues and other stakeholders. The coordinator is
also responsible for the management of all activities related to the Diploma Programme,
although specific responsibilities, such as the coordination of creativity, activity, service (CAS) or
theory of knowledge (TOK), may be delegated to other members of the faculty/staff. One of the
most crucial duties of a coordinator is to communicate information, such as changes to
curriculum and assessment, to subject teachers. And the DP Coordinator leads or recommends
on DP teachers’ professional development.
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Essential functions of the job may include but are not limited to the following:
ZIRALERIR T BFEEART A TAE:
*Represent the school to communicate with the IB regional office.

« REER S IBX Lt 4748

* Inform the school community, including administration, teachers, legal guardians and
candidates about the learner profile and the mission of the IB.

o HRIERALIX CRARATEUE BRI, #Om, A RFNEE D IBEE I B R H AR AL A

* Ensure that legal guardians and candidates understand the curriculum and assessment

requirements of the Diploma Programme and what subjects will be offered by the school.
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» Ensure that Diploma Programme subjects are scheduled so they meet the 1B recommended

number of teaching hours and provide maximum concurrency of learning for candidates.
o WITRDPURFE I & i R IBEVCRIN B, H oA S il K AT REM IR R M7 Il &=

« If the school offers Diploma Programme courses online and appoints a site-based coordinator,

ensure that both work collaboratively to support candidates.
o YRTIRHLZDPIITELIRTE, HHoa ek LA RN, WhORZE B4 T AL A R R iE &1

 Ensure that legal guardians and candidates are provided with a copy of General

regulations: Diploma Programme when candidates are enrolled in the programme.

o WRORTETH JFaams, HDP AR HE i I 47 A2 fikGeneral regulations: Diploma Programme:iX {7
PELE

* Provide teachers with up-to-date information about changes to courses of study,

assessment requirements and administration.
o RAAGHUTA STRIENE . PR A RFIURAZE BT T A o R A R .

* Ensure that teachers are provided access to the My IB and that they are aware of the resources
available on the site.

 BAORBUMIA VT FIMY IBRIRLRR, I RAmg i M wh b ] (A Y ) B3

* Ensure that teachers have access to relevant sections of DP handbook, particularly

those sections with subject-specific information.
« BAREUMREWSKINDP T b A RAE B, JUHE 55 PR AT S #40

» Ensure that all teachers have access to the Coordinator’s notes when these become

available.
« L R TAEidkthe Coordinator’s notes 5Eiia, iRt B ZOM T

* Publish an internal calendar of all due dates for the receipt/submission of candidates’

assessment material and other material/information required by the IB.
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* Ensure that teachers are provided with an opportunity for professional development
related to the Diploma Programme and professional development requirements are met at

evaluation.
o BTN FUTIRME 5 DPA RN K LS, I BAEE 2 VA I G818 BNBOXT UM &l & R 3K .

* Provide information to teachers about any local regional association of IB schools and

opportunities to network with other IB teachers.
o [ABUTSRHEA AR XN IBEAL G R, PLREHARIBEIN A i B8 Il 2

* Ensure that the school academic policy is aligned with the IB expectations, that teachers
implement it and that both teachers and candidates are aware of the requirements and penalties

imposed on candidates for breaches of IB regulations.
« BRI FARBURRTS 1B T H AR 20 BBV 0250 H #4748 RSt . Z0mAn 2 A48 1 g I H R0 & 2L
SR LS S BRI 15 B AR 1

* Submit advance notice registration requirements, according to deadlines in DP

handbook.
o {ETH FME SR AL H A RT SRS S Ry M K .

» Submit requests for inclusive assessment arrangements for candidates with
assessment access requirements, at least one year in advance of the written

examinations.
o [EFIHRAT 2D —1F, NFEFRTH RGN L HE LSRN EK

* Register candidates for an examination session, according to deadlines in this

handbook.
o LU HFMAEuEH AT, N AEE .

» Submit/upload candidates’ assessment material for moderation/marking with any

accompanying forms, according to deadlines in DP handbook.
o EIUH T ARk F AT, {80 B8 PN R 3 5 A% 22 AR 5 AR RE LLBE AR ) 2
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* Provide candidates with personal examination schedules, and contact the IB by the

appropriate deadline where any scheduling conflict may exist.
o NFAEREAN N RN EER, GHEMHRZHNR, NA/ER R H TR IB.

* Ensure that a secure location is available for the storage of examination papers and

other confidential assessment material.
o WORIAG A HANE A BHEEEZ 2R B HTT

» Conduct the written examinations in May/November in compliance with instructions in the

current edition of The conduct of IB Diploma Programme examinations.
o MRAEIAT AR IBDPE G AEN, 7E5H A1 H AL % i

* Ensure candidates and invigilators are provided with relevant information about

examination regulations.
o WREREE AN N A RIB A L E .

» Ensure that teachers provide feedback on the examination papers.
o TRORBOMHRHEE S 1

» Ensure that each candidate is provided with their personal identification number (PIN) and

personal code so they can download their results on 6 July/6 January.
o WHPRAREA AR NRBIEE (PIN) A%, DEAELA6HET7H6H T 45l kst.

* Be available (or ensure another staff/faculty member is available) after the issue of results to
answer guestions, request any enquiries upon results or submit registrations for retake

candidates, as applicable.
« EHERGTAAN)G, BENS I Z oA e (B IR A AR N R B, IER HEN, JRASRSTE ) H
Vi BT B B o A SR S T IR

* Provide candidates and legal guardians with guidance on university recognition and the

university results service.
o NEEAEANEE AR NIRBER A BRI 2R 5

» Ensure that requirements for theory of knowledge are properly coordinated, and teachers of
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other IB subjects understand the nature and importance of this core requirement.
« HORTOKHIPMA AR, PUARITOKURFZRIER, FHEIBARIZUNRETS 7870 T MEZA% O URAE A AR o A0 2 22
P,

* Ensure that the CAS element is properly coordinated and implemented according to current IB

requirements.
* WHIRCASHITM A AR, FRYEIATIBERIT RCASTEZ) .

* Ensure that the extended essay is administered according to requirements in the current guide
and that candidates and teacher-supervisors are fully aware of these requirements.
 WHIREEAREIAT ZORIEMITRE, JF B &I E#UN5E 4 T iz K.

* If required, prepare the self-study and accompanying documents for programme evaluation and

organize the evaluation visit (if applicable).
o EERS, AERNIH AR B3R SIS, RS AT

* Ensure that the school has a means of support for IB candidates for whom the language of

instruction is not their mother tongue.
o BHERE DT 0T BEE 5 5 URTE 5 AN A ) 7 AR SR A AH N SCRE

 Performs other duties as assigned.
o SR B HAR A o

Note: Job description is subject to change.
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