School Function:

a. School curriculum development and management
i. Text book selection and annual reevaluation 
1. CHL

a. 3 different text book series

2. CFL

a. Children curriculum 

b. Adult curriculum 

ii. Exam planning: 3 per year
iii. After school program development and management: 
1. Art: 3 programs

2. Wu shu: 4 programs

3. Chess: 3 programs

4. Math:

a. Olympic math: 2 programs ($$$)
b. High school program (new) ($$$)

c. SAT (new) ($$$)

d. “Math for fun” (new): 4th grade

5. Dance: 5 programs

6. AP Chinese class (new)

7. Craft (new)
b. Registration management:
i. Class assignment: teacher and student assignment

ii. Online program
iii. Onsite registration assistance 

iv. Literacy assistance program

v. Database management

c. Book management: teacher vs. student

1. Order

2. Distribution

3. Inventory management/record keeping

4. Report for bookkeeping

d. Teacher management

i. Recruiting: 

1. Parent meeting

2. Web recruiting

3. Interview

ii. Training: 
1. 3 trainings per year

2. Government sponsored program participation

3. Local teacher conference: i.e. CCSU

iii. Evaluation: 
1. Biannual evaluation
2. Teacher performance review

iv. Teacher scheduling and contingency planning
v. Peer knowledge exchange network

e. Parents-all-hands meeting management: 3 times per school year

f. Summer camp:

i. Domestic

ii. Oversea exchange program

g. School event and activity management:
i. Mid autumn festival

ii. I speak Chinese

iii. Year end school fair

iv. Teacher and volunteer appreciation

h. Financial transaction management
i. Tuition management

1. Collection

2. Booking

3. Reconciliation

ii. Expense reimbursement:

1. Teaching supply (weekly)

2. Parents representative expense (weekly)

3. Event expense

4. Administrative expense miscellaneous 

iii. Teacher pay check management: (weekly onsite)

1. Time card tracking

2. Legal form and documentation 

3. IFS reporting

i. Financial planning and budget
i. End of school year budget planning
ii. Quarterly financial report and reconciliation: controller 

j. School system exchange activity:

i. Intra-state:

1. Southern Connecticut

2. Hua xia

ii. Interstate:

1. NJ

2. NY

k. School onsite operation:

i. Class room logistic: open/close/cleaning/hallway maintenance 

ii. Risk management

iii. Security coordination

l. School newsletter: twice a year

m. Year book planning, development and production
Management Process:
1. Policy and procedure will be defined and developed for each major school function by CCC education committee by end of May
2. CCC education committee will define qualification of job candidate and hiring process for administrative team

Roles and Responsibilities:

1. Principal: Paid Position  ( 20-25 hours/week)
a. Oversight of all school function

b. Text book selection and annual reevaluation review and sign off

c. After school program strategic planning and development oversight

d. Registration management planning

e. Text book management oversight

f. Teacher management:

i. Recruiting: 

1. Parent meeting

2. Web recruiting review
3. Interview

ii. Training: 

1. 3 trainings per year

2. Government sponsored program participation

3. Local teacher conference: i.e. CCSU

iii. Evaluation: 

1. Teacher performance review and feedback

iv. Peer knowledge exchange network

g. Parents-all-hands meeting management: 3 times per school year

h. Summer camp: planning

i. Domestic

ii. Oversea exchange program: embassy contact

iii. Sponsor development

i. School event and activity management planning:

i. Mid autumn festival

ii. I speak Chinese

iii. Year end school fair

iv. Teacher and volunteer appreciation

j. Financial transaction management oversight

k. Financial planning and budget

l. School system exchange activity:

i. Intra-state:

1. Southern Connecticut

2. Hua xia

ii. Interstate:

1. NJ

2. NY

2. Campus Director: 2 paid positions (10-15 hours/week)
a. School curriculum development and management

i. Text book selection and annual reevaluation 

1. CHL

a. 3 different text book series

2. CFL

a. Children curriculum 

b. Adult curriculum 

ii. After school program development and management: 

1. CD1:

a. Art: 3 programs

b. Wu shu: 4 programs

c. Chess: 3 programs

d. Dance: 5 programs

e. AP Chinese class (new)

f. Craft (new)

2. CD2:

a. Math:

i. Olympic math: 2 programs ($$$)

ii. High school program (new) ($$$)

iii. SAT (new) ($$$)

iv. “Math for fun” (new): 4th grade

b. Registration management:

i. Onsite registration assistance 

ii. Literacy assistance program

iii. Class assignment

c. Assist principal in teacher management 
i. Recruiting: 

1. Interview

ii. Training: 

1. 3 trainings per year planning and participation
iii. Teacher scheduling and contingency planning

iv. Peer knowledge exchange network management and participation
d. Parents-all-hands meeting management: 3 times per school year

e. Summer camp planning; recruiting
i. Domestic

ii. Oversea exchange program

f. School event and activity management
i. Mid autumn festival

ii. I speak Chinese

iii. Year end school fair

iv. Teacher and volunteer appreciation

g. Financial transaction management

i. Expense reimbursement sign off
1. Teaching supply (weekly)

2. Parents representative expense (weekly)

3. Event expense

4. Administrative expense miscellaneous 

ii. Teacher pay check management: (weekly onsite)

1. Time card tracking

2. Legal form and documentation management
3. IFS reporting management
h. Financial planning and budget

i. End of school year budget planning

i. School onsite operation:

i. Class room logistic: open/close/cleaning/hallway maintenance 

ii. Risk management

iii. Security coordination

j. School newsletter management: twice a year rotate between two campus directors
k. Year book planning, development and production

3. Database maintenance administrator: tuition waiver up to 2 kids (5-6 hours/week)
a. System maintenance and production support
b. Registration reporting

c. Data security and backup

d. School communication web posting

4. Financial officer: tuition waiver up to 2 kids ( 2-4 hours/week)
a. Financial transaction management

i. Tuition management

1. Collection

2. Booking

3. Reconciliation

ii. Expense reimbursement book keeping:

1. Teaching supply (weekly)

2. Parents representative expense (weekly)

3. Event expense

4. Administrative expense miscellaneous 

iii. Teacher pay check processing: (weekly onsite)

b. Financial planning and budget

i. End of school year budget planning

ii. Quarterly financial report and reconciliation: controller

5. Teacher Quality Controller: tuition waiver up to 2 kids (4-5 hours/week)
a. Teacher management

i. Recruiting: 

1. Interview

ii. Training: 

1. 3 trainings per year

iii. Evaluation: 

1. Biannual evaluation

2. Teacher performance review

6. Text Book Manager: tuition waiver 1 kid (40 hours/year)
i. Order

ii. Distribution

iii. Inventory management/record keeping

iv. Report for book keeping

