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St. Martin de Porres High School
Cleveland, Ohio

www.stmartindeporres.org 

Reply to: mprotzik@stmdphs.org 

Assistant Principal for Discipline
Job Title:  Assistant Principal for Discipline
Reports to:  Principal

Summary of position responsibilities:  Responsible for the development, implementation and enforcement of school discipline policies; ensure involvement of management staff, teachers and parents in discipline related actions; coordinate and manage the JUG’s disciplinary system. Develop, manage and coordinate student activities.

Major Responsibilities:
1. Supervise students on campus including parking lots, cafeteria, restrooms, athletic events, social activities, programs and assemblies; provide early morning and late afternoon supervision of arriving and departing students.

2. Request teacher assistance as needed to ascertain adequate supervision of students.

3. Work as an integral part of the School Administration Department.

4. Maintain liaison with city, state, juvenile, federal and authorities and coordinate contacts with the principal.

5. Develop and maintain a 3 months school activities calendar to include school, social, religious and sports activities; revise schedule as required; work with the business office to reserve and coordinate required physical facilities.
6. Monitor and evaluate student attendance implementing strategies to maximize attendance; inform principal of students who are in danger of failing to meet minimum attendance requirements for course credit or free/reduced lunch eligibility.

7. Maintain comprehensive files on each student requiring disciplinary action.

8. Implement strategies with parents, students and teachers to facilitate student behavior change; contact, discuss and develop a plan of change with parents for students with chronic disciplinary problems, set goals and timelines for change.
9. Investigate and determine if a student is to be suspended or expelled. Ensure that the student is given ample opportunity to present their case. Discuss with principal before final action take.  

10. Provide guidance to and instruction for teachers and staff in the implementation of discipline policies.

11. Direct, schedule and provide employees and students school-site safety programs and appropriate drills.

12. Chair a committee for the development and revision of the student/parent handbook.

13. Create and coordinate a Student Advisory Board to be the voice of the students.

14. Facilitate the Disciplinary Review Board.

15. Authorizes student parking spaces, distribution of lockers at the beginning of the year.

16. Coordinates and supervises morning, lunch and after school auditorium/hallway for student common time.

17. Coordinate with the CWSP Assistant Director and Counseling Directors concerning discipline and social health issues.

18. Participate in St. Martin’s Security Committee

Education Requirements:  Bachelor’s degree in education (Master’s degree a plus), State of Ohio teaching certificate, Administrative Certificate and other licensure as required.
Experience and Commitment:

1. Experience in the area of high school discipline and intervention. 

2. 3-5 years of effective secondary administration preferable, 3-5 years of effective teaching.

3. Able and willing to work an extended day. Required hours are 7:30 a.m. through 4:30 p.m. Additionally, the Dean will support the principal by assuming some responsibility for early arrivals and late departure supervision of students. Faculty and staff typically work 55-60 hours in a week including planning and extra-curricular activities.

4. Has successful experience working with students in an urban setting. Understands the requirement to talk, listen and actively intervene with students.

5. Has successful classroom experience in a non-traditional classroom setting.

6. Is comfortable in an educational setting that has a philosophy founded in a professional collaborative effort, peer review, and multidisciplinary lesson planning. 

7. Has an understanding of the high school reform movement.

8. Has demonstrated an ability and is prepared to continue to be flexible in all matters involving teaching, school administration and program and curriculum development.
The following apply if the Assistant Principal for Discipline is required to teach: 

9. When required, is able to successfully teach students using and creating differentiated lesson planning and teaching techniques. Classes are not adjusted for “student tracking”.

10. Must be capable of communicating the importance of and ability to build literacy into their subject area.

11. Must be comfortable with and willing to accept the existing technology of the school and expected future significant enhancements; this includes Palm Pilots, Smartboards, wireless laptop technology, grading programs and other associated hardware and software. This technology must be a significant part of the daily lesson structure.
Required Skills:

· Technology as needed (use of academic software, Microsoft Office)

· Effective communicator both orally and in writing.

· Ability to inspire and lead, outgoing personality

· Well organized

· Outcomes driven

· Self initiating

· Attention to details
Philosophical attitude:

1.    Understands and completely embraces the Saint Martin de Porres High School mission and the Cristo Rey Network's Ten Standards for Mission Effectiveness

2.    Person of faith but not necessarily a Catholic
3.    Appreciates that the school is driven by its Catholicity which focuses on the highest level of ethical, moral and social behavior of its students, staff and volunteers
4.   Able and willing to do what it takes to get the job done even if it is not directly related to your job description

5.   Strong sense of being a team player  
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