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The role of the Diploma Programme coordinator

Introduction
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‘descriptions,

a school’s adminisiration does mot always appreciate the complexity and
‘diversity of 8 coordinstor’s role and the amownt of time that is required to
undertake his or ber tasks in administering the Diploms Programme and
Laising with many constiments, inchuding smdents, teachers, parents and the
IBO. Thersfore, what follows i= not intended a5 3 job description; it is list of
chaties that most coordinaters may be required to undertake and may be helpfil
when writing a job description. Basically, it is a checklist of suzgestions for
new coordinators. The list is not exhanstive and several duties may not be
relevant in the ciromstances of some schools. It does not in amy way
‘constinme 2 policy of the IBO 2s to exactly what duties nmst be mmdertaken by
a Diiploma Programme coordinstor. Some of the dotes may be delegsted to
other staff. such a3 the coordination of Creativity, Action, Semvice (CAS)
activities or the management of extended essay supervision. The school should
provide appropriste rescurces and staff to support the delivery of CAS.
Mevertheless, the Diploma Programme coordimator should retain overall
respansibility for the manazement and adninistration of the programmme.

1. Developing and administering the budges for the Diploma Progranmes
thmmgnhdgummﬂﬂschm] 5 admini sratdon

imventory of leaming resources
Purchasing snd distritation of IB publications
Photocopying and comnmmication costs (postage, courier, fax
phone)
£ Monitoring smdent Seld stdy costs
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. Imtervieaing and sing stdent spplicants for the Diploma

Progranmme
Avising sdents and the parents of prospective students










= I International”
Baccalaureate

Rules for IB World Schools:
Diploma Programme

€ Imternational Baccaliuraate Orgamization 2006, 2007
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Programme standards and
practices

1. Thawchesl premotes concamexy af lmmisg for sch sdar.




q,

: There is close alighment between the

~ educational beliefs and values of the school and those of the

programme

: The school promotes international-mindedness
on the part of the adults and the students in the school
community.

hich the DPCds to be able to




q,

The school demonstrates ongoing commitment to, and
provides support for, the programme through appropriate administrative
structures and systems, staffing and resources..

Practice 7: The school has appointed a programme coordinator with
sufficient support and resources to carry out the responsibilities of the
position.

Practice 8: The head of school/the school principal and programme
coordinator have a good understanding of the principles of the programme
and demonstrate pedagogical leadership




q,

: A comprehensive, coherent, written curriculum, based on
. the requirements of the programme and developed by the school, is
available to all sections of the school community.

:The school has implemented a system through which all
teachers plan and reflect in collaborative teams.

: Teaching and learning at the school empowers and
encourages students to become lifelong learners, to be responsible
towards themselves, their learning, other people and the environment,
and to take appropriate action.

— with input from the DPC — Crossover




q,

: There is an agreed approach to
assessment, and to the recording and reporting of
assessment data, which reflects the practices and
requirements of the programme.




q,

: Students learn to choose to act, and to reflect
~ on their actions, so that they contribute to their own well-
being and that of the community and the environment.

: In the final year of the programme, all students
complete an (extended essay) ...that allows them to
demonstrate...the extension and development of their
learning

ing a culture of academic honesty










Candidate registration

Completion of forms

Liaising with IB

Administrivia DPC may discuss issues

: g with SMT, HOD, CC, but
Little release time e lear lines of

Little administrative commuhnication / areas
upport of influenc




q,

Candidate registration
Liaising with IB

Most of the routine
admin wori( handled
by PA

Significant elements of
marketing,admissions,
counsellin? delegated

but process is shaped
DPC

Working with teachers
— developing the
curriculum

Working as part of a
pedagogical leadership
team looking at
broader curriculum
aims, crossover issues,
developmedt issues.

Significant release time
(50+%)

Administrative support
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Burser Head of School

Head of Dept A Head of Dept B

Teacher A Teacher C

Teacher B g, Teacher D
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IB Diploma Program Organizational Chart
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International Baccalaureate

Baccalauréat International
o Bachillerato Internacional

Quotes from some UK DPCs. Is this the

case in your school?

| think the IB should change the job title to Director of IB or
something similar: coordinator gives the wrong
impression...‘coordinator’, in many people’s eyes, is essentially
administrative

Conflict between how | view role and constraints from
SLT/Head and many others e.g. careers. TOO many involved/
no clear control.

| do believe is it somewhat easier to deal with HoDs id the
IBDC is on SMT. | find it very difficult to fit into the
management structure - far too many people to report to
(Director of Studies, Head of Upper School, Headmaster...)



International Baccalaureate

. Baccalauréat International
o Bachillerato Internacional
Q uotes...

* Most people (ie Heads) fail to understand the huge
demands of the role. The word 'coordinator’ is misleading.
You are actually a manager of learning and therefore the
person needs to have sufficient seniority to inform decision
makers at a high level and have enough status within the
organisation to ensure that HoDs are making the best
decisions for the students and that the provision in place is
of a sufficiently high standard.

* The size of the role is more wide-ranging and demanding
than colleagues realise. It is very difficult to

e get adequate non-contact time. It would be good if the IBO
could support coordinators with this issue.

Source: Nick Alchin. Survey of DPCs UK May 2008
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_ Currently Assigned to Role of DPC?

DP Budget Heads of School / Principal
Recruitment /Selection of  Marketing /
students admissions/counsellor
Communication with Dean Academics / Curric
Teachers / HODs Coordinator
Communication with Counsellor, Dean, Pastoral
students Head
CAS Activities Director
- Communication with Counsellor / Head of
ﬁ“ parents school

Communication with Head of School
outside agencies

Extended Essays

Stuart Jones: IB Asia Pacific _ -
@ International Baccalaureate Organization 2007
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_ Currently Assigned to Role of DPC?

Examinations
- After Exams support

_ I.* Longitudinal Concerns

Teaching faculty

Exams Officer
Guidance counsellor

Curriculum Committee,
Marketing

Dean, Curriculum
coordinator



