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Job Description of PYP Coordinator

—. %% Documentation
13N PYP 48B30, R HE 2 30 35 4 X 57 et 3¢ 86 S {4 ) LA AN F

Be familiar with and promote understanding and use of all PYP
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documents.
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Establish, review and improve language policy, assessment policy and
inclusion policy.
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Establish and maintain a record of completed documentation for IB

school visits and authorization.

—. WEEK Curriculum development
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Establish, review and improve POI.
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Establishment and periodical review of school curriculum.
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Promote the understanding and implementing of UOI.
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Establish a system of collaborative planning. Make sure a high level of
collaboration for implementing the programme.
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Ensure members of the teaching team are collaborating on a
transdisciplinary teaching, including language, math, science and social
studies.
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Guide and assist the PYP exhibition.
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Ensure that staff members are made aware of professional development
opportunities.
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Arrange professional development program, and be responsible for the
budget, registration, payment and reimbursement.

ALK I, R IINES, DU SR 2

Keep a record of workshop attendance and training certificate.
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Make  recommendations regarding  professional  development

opportunities on and off campus.
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Ensure that all requirements of the IB concerning the implementation of
the programme are adhered to.
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Responsible for circulating the newest updates and requirement from IB.
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Circulate all relevant information received from the IB and ensure that
teachers and other staff are kept up to date with current developments in the
programme.
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Promote the use of My IB within the school community.
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Provide a liaison among kindergarten, DP coordinators to keep the

efficiency and coherence of the programme.
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Provide outreach to the wider PYP community.
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Make recommendations for the purchase of suitable resources to support
the implementation of the programme.
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Be responsible for the establishment of the library, an inventory of

resources and database for each grade to facilitate efficient collaboration.
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