
 
Title of Position:   

Head of Teaching and Learning Position  
 

Position Summary 
Team Group: Teacher Immediate 

Responsible 
Officer: 

Principal 

School Unit: Teaching Reporting to: Principal 

Staffing Group: Leadership Executive Leader: Principal 

Classification 
Level: 

Dependent on qualifications and experience 

 

Position Details 
Type of Appointment: 
 Employee Category: Permanent 

Agreement Type: Ongoing 
 Time Classification: 1.0 FTE  
Award: Educational Services (Teacher) Award 2020 
 
Scope and Nature of the Position 

The Head of Teaching and Learning responsibilities are:  
• Oversight of the academic programs and outcomes across the College 
• Integration of the College’s Christ-centred approach to teaching and learning 
• Oversight and management of the camps, excursions and other co-curricular programs 
• Responsibility for the coordination, management and implementation of short-term covers for teacher 

absences by the allocation of covers, in-lieus and temporary relief teachers (TRTs) 
 
Operational Relationships 
The successful applicant will:  

• Be responsible to the Principal for carrying out the functions and responsibilities outlined in the 
Position/Person Description; 

• Be an active member of the College Leadership Team 
• Work closely and cooperatively with all other teachers and staff 



 
 

Key Responsibilities and Duties 

Educational Leadership  
• Ensure the curriculum implemented is based on the Australian National Curriculum and reflects a strong 

Biblical worldview; 
• Organise and facilitate training in CEN and other Christian curriculum resources; 
• Ensure all teaching staff remain abreast of all new curriculum developments at National and State level and 

organise appropriate training;  
• Oversee the F-10 curriculum scope and sequences, assessment programs, and term planning in collaboration 

with subject area leaders and other relevant staff across the College; 
• Ensure all evaluation, assessment and reporting processes are in place and are regularly reviewed;  
• Analyse and provide feedback to teachers and leadership regarding ACER and NAPLAN results;  
• Collaborate with the Business Manager and Principal in the setting of capital and recurrent budgets; 
• Support the report writing process and parent teacher interviews;  
• Liaise with the subject area leaders and all other relevant staff to ensure the provision of a strong and 

effective co-curricular, academic and student holistic development programs within the College;  
• Liaise with the Learning Support Coordinator, Principal and Business Manager in the application for 

government or industry grants relevant to the primary and secondary sections of the College;  
• Liaise with Learning Support Coordinator to ensure appropriate differentiation is occurring at all year levels; 
• Liaise with the SACE Coordinator to ensure LAPS, programs and assessments are completed by the required 

deadlines;  
• Review and give leadership to the Camps, Excursions, Incursions and Events program from F-12; 
• Follow up student leadership initiatives from SRC and Student and Community Leaders; 
• Suggest strategic priorities for curriculum, programs and assessment on an annual basis;  
• Have a solid knowledge of Australian Curriculum, Government legislation and AITSL requirements for 

teachers.  
 
Professional Development for Teaching Staff  

• Encourage and plan staff professional development in consultation with the Principal; 
• Support teaching staff in their professional growth;  
• Oversee the induction of new teaching staff in the College in consultation with the Principal;  
• Foster co-operation between staff and develop a collaborative culture amongst staff;  
• Monitor staff performance and ensure high levels of teaching practice and pedagogy; 
• Assist in the mentoring and monitoring of new graduates as they move toward attaining proficient 

registration 
• Visit classes on a routine basis;  

Policy Development  
• Implement and maintain all policies and procedures relevant to teaching, learning and assessment and 

professional development.  
• Recommend any new policy or initiatives to the Executive Leadership Team where appropriate.  

 
Communication 

• Attend and convene appropriate staff and parent information meetings  



 
• Meet with teachers individually on a regular basis in regards to curriculum and professional development 
• Attend and contribute to College Leadership meetings  

 
Related Administration 

• Organise the daily Temporary Relief Teachers and update SEQTA;  
• Provide appropriate documentation to all staff regarding all daily organisation and related issues including 

adjustments to the calendar via email, notices and staff meetings  
• Make daily changes to rooms for timetabled classes and other events as requested  
• Be available for reasonable contact during and out of school hours 
• Manage excel spreadsheet to track names and details of staff absences and TRT employment on a weekly 

basis  
• Prepare yard duty and staff rosters in consultation with College Leadership;  
• Liaise with staff to develop the College timetable;  
• Check and approve all camps, excursions, incursions and event documentation and risk assessments; 
• Regularly check all unit and daily planning of teachers, providing feedback;  
• Be the NAPLAN Coordinator for the College. 

Other  
• A limited teaching allotment is expected for the Head of Teaching and Learning in consultation and 

agreement with the Principal. 
• Attending professional development and training and actively seeking opportunities to increase knowledge, 

experience and skills is important. Some travel may be required. 
• Other tasks or responsibilities consistent with the role or the grade classification may at times be included, 

as directed by the Principal. 

Child Safety 

Mid North Christian College is committed to child safety. All allegations and safety concerns will be treated very 
seriously and consistently with our policies and procedures. We have legal and moral obligations to contact authorities 
when we are worried about a child’s safety, which we follow. The College has a very clear Staff Code of Conduct and 
a Child Safety Code of Conduct that all staff members must abide by. We support and respect all children, as well as 
our staff and volunteers. Each member of staff at Mid North Christian College must be committed to preventing child 
abuse and identifying risks early, and removing and reducing these risks, by helping to build a culture of safety. It is 
essential that each staff member is familiar with and correctly implements the College’s Child Safe Environments Policy 
and Procedures.  

Education and Qualifications 

• Minimum of a bachelor’s degree in education, with other qualifications and study in curriculum, leadership 
and/or administration would be desirable 

• Working with Children Check 
• RRHAN-EC – Mandatory Notification 
• First Aid  

o Provide First Aid in an Education & Care Setting 
o CPR, Asthma & Anaphylaxis  

• Experience with SEQTA or similar programs would be highly beneficial  



 
 

Note: # Working with Children Check must be current and assessed as ‘Not Prohibited’. 
* First Aid and RRHAN-EC – Mandatory Notification are essential for the position; it is desirable but not essential for 
the successful candidate to have these prior to starting work. The candidate must be available to undertake the 
training within 3 months of starting work. This may require out-of-hours attendance. 
 

Person Specifications 

Christian Character 
The successful person will demonstrate a Christian faith, by supporting the MNCC Statement of Faith, by active and 
regular Christian Church attendance. This Christian faith is shown by a belief that acknowledges Jesus Christ as Saviour 
and Lord, that is founded on Biblical principles and can be supported by a Pastor/Minister/Priest of a Christian Church 
recently attended. 
 
Education and Experience 
• Demonstrated leadership experience 
• A dynamic and innovative Christian educator 
• Registered teacher with the Registration Board of South Australia. 
 
Knowledge 
• Excellent understanding of curriculum frameworks, NAPLAN and SACE requirements. 
• Excellent understanding of the inter weaving of Christ-centred pedagogy and other best practice approaches to 

pedagogy. 
• Excellent understanding of emotional and social needs of students. 
• Strong understanding of how Christian principles apply in leadership and management. 
• Sound knowledge of the legal, regulatory and industrial framework within which the work of the College and 

teachers is conducted. 
 
Personal Attributes 
• Strong personal faith, including the ability to set a Godly example 
• Ability to lead, motivate and build a God-honouring atmosphere 
• Strong interpersonal skills, especially integrity and trust 
• Ability to get things done 
• Excellent organisational skills 
• Attention to detail 
• Strategic Agility - able to maintain focus on the big picture 
• Has high personal standards for performance and productivity and similarly high expectations of others 
• Committed to personal learning and encouraging the development the same in others 
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