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Deputy Principal– Teaching and Learning 
JDF (Job Description Form) 

 

 

 

ACCOUNTABLE TO:  The Principal 

ROLE DEVELOPED:  January 2018 
 

 

Role Outline 
 

The Deputy Principal – Teaching and Learning is a member of the College Leadership Team and as such, shares the 

responsibility for the effective delivery of quality Catholic Education at Clontarf Aboriginal College.  The role of the 

Deputy Principal – Teaching and Learning is to be responsible for the development and implementation of the 

curriculum and associated policies, to oversee the teaching and learning process, to construct the timetable and to 

help advise students on appropriate academic pathways through school. The Deputy Principal - Teaching and 

Learning will have direct responsibility in specifically designated areas such as testing and examinations, academic 

tracking of student performance, student reporting, timetable structure and teaching staff. 

 

The role of Deputy Principal – Teaching and Learning will have particular focus on: 

▪ Teaching and Learning 

▪ Curriculum Planning and Reporting 

▪ Timetabling 

▪ Student Reporting 

▪ Academic Tracking of Student Performance 

▪ Teaching and Learning Professional Development 

 

The Deputy Principal – Teaching and Learning provides executive support for Principal to assist all students in the 

attainment of the educational objectives of the College. In their capacity as a senior teacher, administrator and 

executive leader, they are expected to provide a strong model for other teachers. Therefore, in addition to 

administrative duties, the Deputy Principal - Teaching and Learning will be required to undertake a teaching role. 

This will reflect the balance between staffing requirements and role responsibility, as negotiated with the Principal.  

 

There are four domains, which are significant action areas in the promotion of the educational mission of the 

Catholic Church. These domains are:  

1. Catholic Identity  (Discipleship) 

2. Education  (Learning) 

3. Stewardship  (Accountability) 

4. Community Focus  (Engagement) 

 

Together, with the Australian Professional Standards for Principals and Leadership Profiles, they provide an 

integrated model for excellence in school leadership and highlight the importance of leading teaching and learning, 

strategic thinking, improvement, innovation and change, management of the College, developing self and others, 

and engaging the community. 

 

The Deputy Principal – Teaching and Learning is part of the Executive Leadership Team at the College. As such, 

the position description and the respective responsibilities and duties listed below, reflect each of these frameworks. 

  

 

 

 

 

 

 

 

 

 

 

 



Page 2 of 5 
 

Key Accountabilities 

 

1.0 Catholic Identity (Discipleship) 

Catholic leadership promotes the purpose and aims of evangelisation. As a member of the ELT, the Deputy Principal 

– Teaching and Learning will assist the Principal in supporting the Catholic ethos of the College, to witness this to 

staff, students and parents and to work towards the maintenance and development of the College as a faith 

community centred in Christian values as reflected in attitudes, policies and practice. Their role in managing and 

supporting students and teaching staff will be particularly important. 

 

The Deputy Principal – Teaching and Learning will have a particular focus on supporting students and staff, 

encouraging individual growth and in caring for their well-being – all within the framework and guidance of 

Christian values. 

 

To support the Principal and other members of the Leadership Team, The Deputy Principal –Teaching and 

Learning is expected to; 

 

1.1. Be an active member of the Catholic Church with a strong commitment to the ethos of Catholic Education and 

live a manner of life that gives witness to that membership.  

1.2. Provide exemplary Christian and professional leadership for all members of the College community.  

1.3. Actively and publicly promote the College Mission and Values as an authentic Catholic school in the Edmund 

Rice Tradition. 

1.4. Provide personal witness to Catholic values through participation in the liturgical, sacramental and prayer life 

of the College.  

1.5. Participate actively in the faith life of the College and, as required, take on a teaching role in the Religious 

Education learning area. 

1.6. Ensure as far as possible, that Catholic teaching and values is respected in the content of the curriculum across 

all Learning Areas.  

1.7. Promote the integration of the Catholic context across all educational programs by integrating a holistic 

approach to education.  

1.8. Actively support the role of the College in its links to the wider Church and Church agencies - personally, in 

the role of Deputy Principal - Teaching and Learning and as a member of the College ELT.  

1.9. Liaise with the Head of Religious Education and Campus Ministry to set annual goals which promote the 

Catholic ethos of the College, and which are aligned to the College Strategic Plan and College Evangelisation 

Plan.  

1.10. Liaise with key staff to facilitate staff processes that ensure inclusive spiritual formation and accreditation 

opportunities. 
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2.0 Education (Learning) 

The Deputy Principal - Teaching and Learning has a primary role in managing the delivery of quality teaching and 

learning. They will be required to work with the Principal to develop a curriculum which promotes the holistic 

development of students, is inclusive of the learning needs of all and develops enthusiastic, independent learners, 

committed to life-long learning.  

 

Leadership in education involves the capacity to lead, innovate, manage and monitor the school improvement 

process, to develop a culture of effective teaching that allows students to attain knowledge and acquire Christian 

values in all aspects of their development.  

 

The Deputy Principal - Teaching and Learning should demonstrate a high level of commitment to direct and create 

an innovative, responsive and effective professional learning community within the College that promotes quality 

teaching and learning.  

 

To support the Principal and other members of the ELT, The Deputy Principal – Teaching and Learning is expected 

to; 

2.1. Monitor the quality of Teaching and Learning by maintaining an awareness of the teaching and learning function within the 

College and through the regular and systematic review and analysis of assessments and grades. 

2.2. Lead and facilitate measures to achieve best practice in relation to the learning and teaching processes, high quality models 

of assessment and reporting, and College policies and procedures as related to curriculum matters. 

2.3. Chair and lead the Head of Learning Area (HOLA) Team, working closely with the Leadership Team and other key staff in the 

development of teaching and learning in the College. 

2.4. Establish high expectations for staff in relation to pedagogy, assessment and reporting. 

2.5. Direct and co-ordinate, in collaboration with HOLAs, the development and implementation of curriculum appropriate to 

students. 

2.6. Research and promote curriculum, teaching and learning processes so as to develop a strong professional learning 

community within the College, thereby engaging in strategic and future-orientated thinking in education. 

2.7. Examine emerging technologies for their potential impact on and use in teaching and learning, and creative expression, 

whilst promoting the use of current technologies to enhance learning, engagement, creativity and achievement. 

2.8. Coordinate the documentation and counselling related to courses and course/subject selection. 

2.9. Work with other key Staff members to oversee the collation of all Teaching and Learning Programs, Course Outlines and 

Assessment Planners and ensure their availability to students and parents. 

2.10. Ensure the quality and completeness of reporting on student academic achievement and oversees and is responsible for the 

compilation of Student Reports (Interim and Semester). 

2.11. Oversee the coordination and the implementation of correct procedures for all aspects of the Vocational Education and 

Training program in the College - in liaison with Vocational Education and Training Coordinator. 

2.12. Managing the formation and construction of the School Timetable including the appropriate timetabling of all classes and 

the production of class lists, room allocations, teacher loads, etc., coordinating timetable changes to accommodate IEPs or 

modified programs for students, developing and managing the programs for engagement and extension classes and liaising 

with the Principal and Deputy Principal – Operations and Boarding with regard to appropriate staff allocations. 

2.13. Coordinating the administration of testing and examinations within the College including the development and publication 

of Examination timetables for Years 10, 11 and 12, the co-ordination of external testing (NAPLAN, OLNA etc.), liaising with 

the appropriate authorities such as SCASA in relation to the particular circumstances of students who require special 

consideration and/or support. 

2.14. Oversee the development of curriculum, teaching and learning from Year 7 to Year 12, catering for the needs and 

developmental levels of students. 

2.15. Oversee the development and implementation of the ACARA Australian Curriculum and emerging senior school programs 

as part of the new WACE (including the procedures and policies associated with SCASA), in conjunction with the HOLAs. 

2.16. Oversee the process for course/subject selection and the coordination and production of the Lower and Upper School 

Curriculum Handbooks. 

2.17. Oversee and coordinate aspects of the College’s Literacy & Numeracy programs. 

2.18. Develop and manage processes to track the longitudinal achievement of students to enable the data to be used to inform 

teaching practice and as a measure of school improvement. 

2.19. Oversee the coordination of Career Information in liaison with the Vocational Education and Training Coordinator. 

2.20. Liaises with external agencies that provide a service role or administrative role with respect to student achievements, marks 

and grades (SCASA, SIDE, etc.). 

2.21. Plan for and promote the professional development of the whole staff with a particular focus on curriculum, teaching and 

learning. 

2.22. Initiate and lead ‘work groups’ designed to investigate curriculum, teaching and learning issues. 

2.23. Monitor academic progress of students, particularly those on conditional subject status and those identified in reports as 

being at academic risk. 

2.24. Provide leadership by demonstrating familiarity with current educational issues and practices related to curriculum. 

2.25. Liaise with the Director of ICT, LAC and other members of the College ELT regarding the use of the most suitable electronic 

student management system which includes the teacher marks book or other. 

2.26. Regularly inform staff of aspects and focus areas of the College Strategic Plan and the Annual School Improvement Plan. 

2.27. Promotes and Demonstrates a performance culture of quality effective teaching and learning through reflective practice 

characterised by evidence-based professional dialogue. 
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3.0 Community (Engagement) 

All members of the College ELT are charged with the responsibility of developing a school that is an inclusive, 

creative learning community centred in Christ, committed to the education and development of each individual. In 

developing and maintaining positive relationships with students, families and parish communities, an ethos of 

mutual respect should be created that is responsive to the spiritual, faith, cultural, intellectual, moral, social and 

wellbeing of all students. As a College, we must strive to develop an inclusive environment that is based on sound 

Christian values, caters for the needs of all students and promotes life-long learning that extends beyond the 

College community. 

 

To support the Principal and other members of the ELT, The Deputy Principal – Teaching and Learning is expected 

to; 

 

3.1. Strive to nurture a sense of community with a focus on the wellbeing of staff, students and families. 

3.2. Provide a climate conducive to professional discourse with others, thereby assisting the Principal in 

encouraging a whole school approach to teaching and learning. 

3.3. Encourage and demonstrate effective communication within and beyond the College community, including 

keeping staff informed about relevant decisions and issues. 

3.4. Counsel students and their families with appropriate academic pathways and subject/course choices. 

3.5. Liaise with the Careers Coordinator and Careers Education Coordinator to organise timely guest presentations 

from respective education providers (Universities, TISC, TAFE, etc.) in order to provide relevant information to 

students in relation to career pathways and course selections. 

3.6. Oversee parent information evenings related to curriculum, teaching and learning, and subject selection. 

3.7. Promote the active involvement of parents and the wider College community in the learning process and where 

appropriate, engage with community groups, agencies and individuals. 

3.8. Work effectively and proactively with the Leadership Team, in assisting the Principal in the development of 

Strategic Goals. 

3.9. Provide support and advice for staff in professional and work-related matters. 

3.10. Demonstrate a high level of skill in listening, negotiating, mediation and conflict resolution, particularly as 

it may relate to performance management issues. 

3.11. Co-operate and work with relevant agencies and authorities to protect and support children with the 

Pastoral Team. 

3.12. Attend relevant CEWA Network Meetings and have an active participation in relevant Professional 

Associations, including membership of the CSDPA.  

3.13. Attend College functions and community events as a member of the College ELT.  
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4.0 Stewardship (Accountability) 

Stewardship refers to the accountability, sustainability and ongoing efforts to constantly improve all aspects of the 

College. Stewardship requires the responsible management of resources so as to add value to the Catholic 

education provided within the school and to promote and celebrate our Catholic Identity. A crucial part of this role 

is leading and managing innovation and change to ensure the vision and strategic plans are implemented whilst 

being open, transparent and accountable. 

 

To support the Principal and other members of the ELT, The Deputy Principal - Teaching and Learning is expected 

to; 

 

4.1. Exercise effective, principled and ethical leadership following the Catholic model of servant leadership.  

4.2. Contribute to the formulation and implementation of College Policies and advise the Principal on issues 

pertaining to Operations and Boarding. 

4.3. Ensure teachers are aware and actively support a high standard of professionalism. This shall include awareness 

of the Western Australian Professional Standards for Teaching as defined by the TRBWA, and the standards for 

teachers as defined by AITSL. 

4.4. Assist in establishing an organisational culture that focuses energies and talents on achieving high quality 

outcomes for students. 

4.5. Assist the Principal in planning the policy direction of the College. 

4.6. Oversee the construction of the College timetable. 

4.7. Assist in developing and implementing position descriptions for teachers and other staff connected to the 

teaching and learning process. 

4.8. Assist the Principal in the recruitment and appointment process of teaching staff 

4.9. Assist the Principal in the Student Enrolment process and the effective transition of new students. 

4.10. Oversee the process of reporting student achievement to parents through Interim and Semester Reports 

and assist in organising subsequent Parent/Teacher interviews. 

4.11. Working with the Deputy Principal – Operations and Boarding to assist in publishing and maintaining a 

balanced school calendar and being responsible for approving excursions and other changes to normal routine. 

4.12. Review, evaluate and support staff, providing access to coaching and mentoring in order to assist them 

achieve high standards in relation to teaching and learning. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Position Details: 

Remuneration:    

The remuneration for this position is in accordance with the Roman Catholic Archbishop of Perth Teachers 

Enterprise Bargaining Agreement 2014.  

 

Tenure:   

The contract of employment is for a tenure of ten years, subject to successful reviews during the third and seventh 

years. 

At the conclusion of the ten-year period of tenure, the position will be advertised. The incumbent is welcome to re-

apply. 

 

Teaching:  

The the Deputy Principal – Teaching and Learning will be required to undertake a teaching role. This will reflect the 

balance between staffing requirements and role responsibility, as negotiated with the Principal. 

 

 

In applying for this position, you will be providing personal information to the School.  This information will be used 

in order to assess your application for employment. 


