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GCCS Principal/COO Job Description 

The Principal and Chief Operating Officer (the ‘principal’) provides a unique leadership service 

to the board, staff, and community and is expected to embody the mission and vision of the 

school while being a good steward of its resources. He or she works under the authority of the 

board to lead the operations of the school, as well as to guard and advance its reputation in its 

supporting community and the greater Guelph region. The current Strategic Plan offers 

guidance in terms of the objectives and goals in each subsection of the position. 

The job description below offers a general overview of the persons, tasks, and resources for 

which the principal is ultimately—but not always immediately—responsible. The principal will 

work in collaboration with the board, the staff, and specifically his or her administrative team to 

ensure the school operates at its best. The job description of vice-principal(s) may cover some 

of this territory, distributed according to gifts and interests, but the principal remains ultimately 

responsible. 

A. Educational Leadership 

A1. Spiritual Leadership 

The Principal is expected to embody and infuse a Christian worldview and practice into the 

educational life of the school in concert with the mission and vision of the school and its board. 

He or she is to demonstrate Christ-like character and inspire Christian culture-making through 

worship leading, speaking, writing, and other presentations.  

In giving spiritual leadership in the school community, the principal: 

 communicates a Christian world view; 

 accepts and implements the biblical basis of Christian education; 

 promotes the devotional activities of staff and students; 

 promotes the development of the Christian mind; 

 challenges and assists the staff in the integration of faith and learning; and, 

 promotes the school mission of nurturing, educating & inspiring students in Christ-

centered learning & serving. 
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A2. Pedagogical Leadership 

The principal, as a model student, is called to lead the staff in defining, developing and 

delivering the educational philosophy of the school according to its faith foundations. This 

includes oversight of instructional methods, curriculum development, and assessment 

strategies. 

In order to offer the students programs that are relevant to their unique needs, the principal: 

 communicates general objectives and performance standards; 

 implements the instruction of a prescribed course of study; 

 initiates and maintains a regular cycle of curriculum review; 

 recommends the acquisition of adequate learning resources; 

 effectively involves the teaching staff, program committee with decisions about school 

curriculum and programs; 

 conducts classroom observation regularly and reports such visits according to staff 

evaluation policies; 

 recommends special-needs and enrichment components in the development of 

curriculum to help all children learn; 

 implements an effective student evaluation and reporting policy; 

 develops and manages a student grade promotion and retention policy; and, 

 performs other tasks as directed by the board. 

B. Administrative Leadership 

B1.  Administrative Leadership 

The principal is charged with the stewardly management of school affairs. This task requires an 

understanding of board expectations as well as the implementation of best practices in office 

management. 

In organizing the school’s day-to-day function, the principal: 

 consults and plans to implement board policy to achieve the school’s mission; 

 judiciously makes & effectively implements decisions; 

 integrates current technology for effective school management; 

 advises the board and its committees on educational matters and procedures; 

 follows the requirements for independent schools as required by provincial and federal 

law; 

 maintains school handbooks; 
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 oversees the procurement and maintenance of an inventory of all school furniture, 

equipment, textbook and supplies; and, 

 recommends and implements an annual school calendar. 

B2. Financial Leadership 

The principal is entrusted with financial responsibilities in order to properly serve as the senior 

executive of the school. The principal must understand financial matters, operate ethically, and 

in league with Canadian law. He or she will work closely with the board treasurer, the school 

bookkeeper, and the finance committee to ensure stewardship and development of the funds 

entrusted to the school by its supporting community. 

In financial management, the principal: 

 develops an annual education budget for the school and recommends capital item 

requisitions; 

 uses cost-effective practices in the management of the education budget; 

 oversees the records of student activity fund or other income; and, 

 uses cost-effective practices in the management of funds of daily operations of the 

school. 

B3. Board Leadership 

The principal has the unique assignment of being an advisor to the board as well as a leader 

within the boardroom. The principal is expected to collaborate with the board in pursuit of its 

vision and mission, providing accurate reports, expert advice, and raising important questions 

and issues for the board to discern, discuss and debate. 

In order to develop an effective working relationship with the board, the principal: 

 leads the board in implementing the school’s vision; 

 prepares and presents a principal’s report at board meetings; 

 implements board decisions within the context of administrative responsibilities; 

 provides the board, its committees, the OACS and CSI with requested information; 

 contributes to the setting of the agenda of the meetings where appropriate; 

 deals with irresolvable staff concerns (such as, principal-teacher or teacher-teacher) 

through the appropriate process; and, 

 consults with the appropriate committees relating to the school. 
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B4.  Facility and Site Leadership 

The principal is entrusted with the property own by the school society as a steward of the 

board. The principal must ensure that the facility and grounds are properly maintained, always 

in good working order, and reflect the beauty that is latent in God’s good creation. 

In order to provide a safe environment for the staff and the students, the principal: 

 establishes an effective relationship with the custodial staff; 

 evaluates, reviews, reports and makes recommendations on the physical plant and the 

school grounds to the appropriate committee and board of directors; 

 for reasons of health, safety, and cleanliness inspects the school building and 

playground on a regular basis; and, 

 maintains current school evacuation procedures and a regular schedule of fire drills. 

C. Leadership in the School Community 

C1. Staff Leadership 

The principal is the first among peers in the staff room, demonstrating leadership in terms of 

operations and community-building, as well as clearly communicating the directives of the 

board to staff. This leadership requires an understanding of employment practices, human 

rights, Christian labour philosophy, and professional development—all to ensure the growth of 

a harmonious and happy workplace. 

As leader of the teaching and support staff of the Christian school, the principal: 

 takes an active role in the recruiting and selection of the staff; 

 assigns and organizes staff to achieve the school’s mission; 

 conducts the induction, training, and monitoring of staff members on a regular basis; 

 conducts staff meetings to discuss school programs and procedures; 

 in consultation with the staff assigns their workload, schedules, timetables; 

 recommends a support staff commensurate with the size and the needs of the school 

and its students; 

 stays current with and challenges staff about appropriate teaching methods and tools; 

 conducts an effective staff supervision and evaluation program on a regular basis 

maintaining appropriate personnel records; 

 implements the school’s professional development policy; 

 ensures the development and maintenance of current job descriptions of support staff, 

such as, education assistant, librarian, administrative assistant/secretary, custodian, bus 

driver(s); and, 

 ensures the annual evaluation of the support staff. 



 
 
 

5 
 

C2. Student Leadership 

The principal is entrusted with the well-being of every student enrolled in the school. This 

custodial responsibility extends beyond the learning experience and encompasses the students’ 

ability to active, respected contributors to a distinctively Christian learning community.  

Realizing that the school is to nurture the needs and expectations of all students, the principal: 

 encourages the development of a positive Christian school culture where students feel 

they belong and that they learn to love learning and even lead in innovative ways; 

 shows love, care and encouragement for all students; 

 develops school discipline and standards of behaviour which are defined, taught, and 

enforced in concert with our restorative practices program; 

 deals judiciously with students who are referred by staff for discipline or counsel; 

 ensures the maintenance of current and complete records of student behavior incidents 

and communication with parents; 

 directs students and/or parents to appropriate guidance and counseling resources in the 

community; 

 provides for the safety, welfare and health of all students in compliance with 

government legislation and all other regulations affecting children; and, 

 ensures healthy Christian practices in the classroom and at school community events—

serving healthy foods, the judicious use of electronic media, and discernment of cultural 

productions that are embraced by the school e.g., books, movies, websites. 

C3. Community Leadership 

The principal, by virtue of the position, is the de facto face and spokesperson of the school and 

its membership and is accountable for this representation to the board. Parents expect him or 

her to be friendly, attentive, and articulate about the vision and values of the school. 

In order to maintain effective and positive public relations with the school society and the 

wider community, the principal: 

 promotes Christian education in the broader Christian community; 

 pursues the recruitment and admission of students in order to facilitate school growth 

in a stable manner; 

 communicates the vision of Christian education and the school vision; 

 demonstrates a positive, interpersonal relationship with parents and supporters; 

 encourages community involvement in the school; 

 promotes an active volunteer program in the school; and 

 schedules formal parent/teacher conferences on a regular basis. 


