
 

PRIMARY OBJECTIVE 

To lead and manage the North Ward Campus learning and disability support services and programs, including the Education 
Adjustment Program (EAP) and the Nationally Consistent Collection of Data for Students with Disability (NCCD). 

 
REPORTING RELATIONSHIPS 

1. This position reports to the Principal where the strategic scope or seriousness of the matter warrants direct contact. 

2. This position reports to the Director of Curriculum on all Educational Support matters relating to staff, students, and 
programs, and the Deputy Principal on HR issues. 

3. This position reports to the Business Manager on matters relating to budget preparation and control or urgent facility 
maintenance. 

4. This position liaises with Senior Management, the IT Systems Manager, other Curriculum Leaders, Heads of House and 
Teachers to ensure a seamless flow of information that maximises the efficiency and effectiveness of all roles. 

5. This position liaises with the School Psychologist, Careers Advisor and the Junior School Learning Support Teacher/s, as well 
as external support agencies and services. 

 
BREADTH OF ROLE - TASK FORCE/COMMITTEES 

Curriculum Leaders, Pastoral Care Team. 

 
MIDDLE MANAGEMENT ACCOUNTABILITIES 

1. Active support for the ethos of the School and associated policies, charters, programs and protocols. 

2. Active management of compliance standards by dealing directly with students who do not exhibit appropriate uniform 
standards, decorum or manners. 

3. Line Management of Faculty staff and, where appropriate, performance guidance. 

4. All communications with colleagues and stakeholders is of the highest professional standard, reflecting the managerial status 
of this position. 

5. Classroom teaching is of an exemplary 'role model' standard in terms of preparation, pedagogy, relationships, assessment, 
reporting, punctuality and attendance. 

6. Annual review of Faculty policy coverage to ensure 'best practice' documentation standards for staff, students and the parent 
community. 

7. Undertake an audit of all relevant Faculty sections of the School’s website during each term to ensure that all such information 
is accurate, appropriately presented and up to date. 

8. Ensure pro-active reporting of WH&S issues to the WH&S Officer to support the School's commitment to a safe working 
environment for all staff, students and visitors. 

9. Active support for the induction process of staff new to the School. 

10. Active support for the School's Positive Education program and the School’s framework for effective teaching and learning. 

11. Demonstrate commitment to the co-curricular and pastoral life of the School. 

 
STRATEGIC ACCOUNTABILITIES 

1. Leadership and management of the Faculty as a pivotal area of responsibility to ensure the strategic development of 
processes and procedures to identify and support students with disabilities and learning difficulties.. 

2. Responsibility for the Faculty implementation of the Australian Teacher Performance and Development Framework, the 
Australian Professional Standards for Teachers and a school-wide Teaching and Learning framework. 

 
CORE OPERATIONAL ACCOUNTABILITIES 

1. Responsibility for the identification and program management of students with disabilities and learning difficulties. 

2. Responsibility for the management of the IEPs, NCCD and case management of students with disabilities and learning 
difficulties. 

3. Responsibility for North Ward academic teaching staff professional development on pertinent legislation including The 
Disability Discrimination Act (1992), The Disability Standards for Education (2005), the NCCD and making reasonable 
adjustments for students with disability. 

4. Team leader responsibility for development of Australian Professional Teacher Standards within the Faculty. 

HEAD OF FACULTY - EDUCATIONAL SUPPORT (7-12) 



5. Conduct regular Faculty meetings to ensure professional dialogue about quality teaching practices, work 
programs, assessment, reporting and operational matters. 

6. Responsibility for accurate and effective reporting processes within the Faculty to ensure the delivery of an 
efficient and effective program of student reports. 

7. Responsibility for management and quality control of Faculty content on Moodle. 

8. Active responsibility for the management and security of IT resources within the Faculty area. 

9. Manage parent concerns regarding Faculty related issues and/or referral of such matters to the Director of 
Curriculum where deemed appropriate. 

10. Support for the Director of Curriculum in the management of the Probationary/Fixed Term Contract Review 
process for relevant Faculty teaching staff and Teacher Aides. 

11. Annual review of Faculty policy coverage and updating of all existing Faculty policies/documents to ensure 'best 
practice' documentation standards for staff, students and the parent community, including the School’s Students 
with Disability and Learning Difficulties Policy. 

12. Active support for the Deputy Principal in preparation, organisation and delivery of effective Staff PD days. 

13. In liaison with the Director of Curriculum responsibility for the compilation of Faculty stationery lists for Years 7-10. 

14. In liaison with the Director of Curriculum and/or the Director of Enrolments responsibility for the processes 
associated with effective Faculty subject/course selection, parent information evenings and Open Night. 

15. When requested by the Director of Enrolments, involvement in the enrolment process of students with 
disabilities and/or learning difficulties. 

16. In collaboration with the Director of Curriculum or other member of the Senior Management Team, 
participate in the recruitment and interview process of Educational Support Teachers and Teacher Aides 
(North Ward Campus). 

17. Responsibility for the management of Educational Support Teacher Aide time, monitor Teacher Aide performance 
and ensure currency of Working with Children Blue Card. 

 
SPECIFIC OPERATIONAL ACCOUNTABILITIES 

1. Complete disability funding applications, audit reports and census documentation. 

2. Develop and review, in collaboration with key personnel, Individual Education Plans (IEPs), Individual Curriculum 
Plans (ICPs) and Regulation Support Plans (RSPs). 

3. Maintain accurate, up-to-date and confidential files on students with disabilities and learning difficulties. 

4. Liaise with the Director of Curriculum to ensure that, either an ICP (a modified program in Middle School or a QCIA 
modified program in Senior School) is in place and appropriate assessment and reporting practices are enacted 
for identified students. 

5. Identify students requiring Access Arrangements and Reasonable Adjustments (AARA) for assignments and 
examinations; liaise with students and parents to determine the appropriate arrangements and adjustments 
required; complete appropriate school documentation and follow approval procedures with the Director of 
Curriculum; complete confidential School Reports and submit applications on the QCAA portal on behalf of 
students. 

6. Liaise with Curriculum Leaders to formulate AARA for students in Examination Block schedules. 

7. Assist with the implementation of access arrangements and reasonable adjustments for students with disability and 
learning difficulties. 

8. Arrange meetings with parents and external support services and agencies (as required) to identify 
support needs, strategies and review progress. 

9. In liaison with the School Psychologist, review specialist diagnostic reports, and disseminate pertinent 
information to teachers regarding specific support needs of students. 

10. Co-ordinate the NCCD (Nationally Consistent Collection of Data on School Students with Disability) for students at 
the North Ward campus, including collaboration with Junior School Learning Support team regarding the School’s 
processes and procedures for data collections, prepare an annual report for endorsement by the Principal; collate 
and provide SWD Census data at key dates throughout the year. 

11. Development, implementation, and review of a Literacy Program for Year 7-10 students. 

12. Evaluate referrals from teachers; substantiate concerns through observations and teacher feedback; conduct 
appropriate diagnostic testing; determine best course of action; and provide necessary assistance to a student 
and provide effective teaching strategies to staff. 
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