Position Description - Beaconhills College
Deputy Head of Individual Programs

Mission: To give students opportunities to let their light shine and be a beacon in the lives of others.
Vision: To be the leader in personalised holistic education.

Position Responsibility Summary and Key Working Relationships
Functional Title: Deputy Head of Individual
Programs

Department: Individual Programs

Date: March 2021

Relationships and Networks
Led by:

●

Head of Individual Programs

Collaborates with:

●
●
●
●
●
●
●
●

Heads of Teaching and Learning
Heads of Section
Individual Programs Administrator
Berwick Essential Program Teachers
Berwick Learning Support Assistants
Berwick Individual Programs Section Coordinators
Section teaching staff
Section leadership team (Head of Teaching and Learning, Head
of Section, Deputy Head of Section)
Parents
Networks
VIT
VCAA
NCCD
ACARA

Leads:

Key Working Groups

External Groups

Position conditions

●
●
●
●
●
●

In addition to face-to-face teaching duties and related duties, other
duties include, but are not limited to staff meetings, open/information
days/nights, professional development activities, coaching, meetings

with parents, student progress meetings, the wellbeing program
responsibilities and the BeaconPlus and Beacon Explorers programs.
The position attracts an allowance of $5,263 together with a time
release.
Reference Documentation

●

●
●
●
●
●
●
●
●
●
●
●
●

Education BluePrint
o Beaconhills Teaching Standards and Instructional
Model
o Curriculum Framework (VCE, Victorian Curriculum,
Understanding By Design, College curriculum map,
Learning That Matters Conceptual Framework)
o Student Learning Mindset
Teacher Manual
Staff Code of Conduct
Professional Learning Plan
College Policies and Practices
Report Style Guide
Curriculum documentation (Curriculum site)
College Innovation Plan
College Improvement Plan
Accountability Framework
Personalised Learning Design Principles
Beaconhills Change Management Principles
CEAD (Continuous Engagement and Development) Program

Primary purpose of the position

(Inclusive programs and practices)

The Deputy Head of Individual Programs works collaboratively with the Head of Individual
Programs to provide inclusive programs and practices that support learning adjustments and
individual learning plans for students across the College.
Where necessary the Deputy Head of Individual Programs deputises for the Head of Individual
Programs in determining the actions and functional needs within the operational outcomes of the
department, specifically at our Berwick campus.
This role has the primary oversight of the development, maintenance and delivery of the high
quality intervention programs designed to support students who require tailored, individualised
learning plans that align with the Beaconhills Education BluePrint and the College’s Vision and
Mission.

Key Leadership Responsibilities - Leading teachers
The key responsibilities of the Deputy Head of Individual Programs is to provide leadership that helps our
teachers thrive through:
● a culture of professional learning, improvement and growth for our teachers in supporting
inclusive education practices
● a coaching based approach in supporting staff

●
●

●

creating and developing effective teams through collaborative practice
providing clear and kind expectations and accountabilities around high quality contemporary
practices including:
o curriculum
o teaching practices
o pedagogy
outstanding administration and management practices in support of the operations of the
Individual Programs Department

Key Responsibilities – Leadership competencies
The Deputy Head of Individual Programs role is the following key leadership competencies that identify
key responsibilities for this role which are:
1. Leader in Community: role model for our learning community
2. Area Expert: Area Expertise
●

Supporting students with learning needs

●

Developing and implementing interventions

●

Using data to analyse student learning needs

●

Testing and identifying student learning needs

●

Operational requirements to support legislative or regulatory requirements

●

Inclusive teaching pedagogy and practice

3. Managing, empowering and developing staff - Creates the conditions for staff to thrive
4. Leader of Innovation - Ideas into action
5. High Level Operator - Operationalises
6. Managing situations - Resolves issues
Key Accountabilities
In this position the Deputy Head of Individual Programs is required to continue to develop in the areas of:
●
●
●
●
●
●
●

curriculum design using Understanding By Design
development of teaching practices that supports Personalised Learning and inclusive education
practices
effective assessment practices for monitoring students with individual learning needs
use technology to augment teaching and learning practice in the classroom as outlined in the
SAMR model
identifying strategies that develop our student’s Learning mindsets
use the coaching approach in supporting and empowering staff
contemporary approaches in the design of learning spaces

In this position the Deputy Head of Individual Programs is required to continue to be trained in the
following areas:
● College protocols and procedures (e.g. Operoo for excursions and risk management, Synergetic,
duty of care)
● College Policies
● Compliance requirements

In this position the Deputy Head of Individual Programs is required to conduct professional learning
workshops and ongoing development of teachers and Heads of Faculty/Year level coordinators in areas
that could include:
● Developmentally-appropriate teaching practices and strategies to support inclusive education
● Use of technology in the classroom to support students with learning needs
Key Leadership competencies:
Leader in community: Role model for our learning community
Developing teaching and learning culture
● role modelling effective reflective practice and professional growth
● role modelling high levels of professional practice
● Identify, plan, facilitate and conduct professional learning workshops
● Provide teachers with professional learning resources and references including materials
available on TeachNET.
● Role model research based approaches to ensure contemporary and effective teaching strategies
Managing, empowering and developing staff: Creating conditions for staff to thrive
Lead staff to become better teachers
● Check in with new staff
● Work with the Individual Programs team as required to support professional growth
● Support staff within industrial requirements of the role
● Support staff in any return to work arrangements
● Support the Head of Department in providing informal feedback as part of the College’s
accountability framework to teachers around accountability issues and areas for improvements
Area Expert: Supporting students with learning needs
Provide Advocacy, Adjustments, Awareness, Achievement for students with learning needs
● Maintain oversight of the various supports for students with learning needs who require
adjustments, as a result of their individual needs
● Liaise with key Section personal on students with specific learning needs
● Ensure that the management of students with additional learning needs with within College
policies and governance requirements
● Provide regular updates to the Head of Individual Programs, pertaining to the Campus and
Sections
● Provide guidance in the appropriate use and interpretation of diagnostic testing
● Liaise with key external support provides as required
● Ensure the effective storage and communication of information with key members of the
community using the Synergetic database
● Assist in the development of relevant assessment schedules and tasks, to promote the
identification of individualised learning needs and collaboration with students and key agencies
through the use of real-time and on-line reporting systems.
● Support the development of inclusive practices and processes within recording and managing
individualised learning plans.
● Support and develop the culture, facilities, resources and programs of the Individual Programs
department in collaboration with both College and Campus Executive leaders
● Coordinate regular departmental meetings with Campus based Section Coordinators and
Learning Support Assistants
● Communicate and interact effectively with parents, staff and the broader College community
● Support the professional learning of teaching staff in supporting students with learning needs

●

Attend Case Management meetings, as appropriate, to monitor the needs of student with
complex learning adjustments

Area Expert: Developing and implementing interventions
Provide developmentally appropriate interventions including curriculum programs, teaching pedagogy
and practice, home learning, learning resources and classroom design that supports students with
learning needs
● Support the development and monitoring of all relevant IP Essential curriculum and programs
documentation, including scope and sequence, intervention designs and policy statements
● Assist in the allocation and timetable recommendations for the coordination of Learning Support
Assistants, in collaboration with IP Administrator
● Work collaboratively with Section Head of Teaching and Learning at Berwick Campus on
curriculum development initiatives
● Provide oversight of the adjustments made to support the special provisions for students in
completing assessment tasks including VCE and NAPLAN assessments
Area Expert: Using data to analyse student learning needs
Ensure ongoing analysis of all relevant data to inform planning in supporting students with learning
needs
● Develop processes that allow teams of staff to monitor student progress through the review of
relevant data
● To provide support to teaching teams to analyse and understand student learning data

Area Expert: Testing and identifying student learning needs
Coordinate appropriate external and internally administered testing to provide evidence that allows the
accurate identification of student learning needs
● Coordinate external testing as required including liaising with external agencies and parents
● Conduct internal testing as directed by the Head of Individual Programs
● Identify testing needs of the College to effectively identify students with learning needs
Area Expert: Operational requirements to support legislative or regulatory requirements

Ensure that the College operations for students with learning needs meets legislation
requirements
●
●

Work collaboratively with appropriate Section Coordinators on the preparation of relevant
funding submissions for eligible student to support student learning
Provide direct support in the collection of evidence for NCCD census

Area Expert: Inclusive Teaching Practice and pedagogy
Role model and lead excellence in teaching practice
As leader:
● Develop greater awareness, teacher strategies and capacities in supporting the individualised
adjustment of students with learning needs through inclusive teaching practices
● Support the Berwick Learning Support Assistants to fully carry out their required duties
● Support the Berwick IP Section Coordinators in their roles
● Role model the effective use of eLearning in supporting inclusive education practices
As practitioner:
● Teach classes within Essential learning programs

●
●
●
●
●
●
●

Use contemporary teaching pedagogy and practice including strategies that support personalised
learning
Provide meaningful feedback to students
Maintain a safe and inclusive learning environment supportive to all learners in the classroom
Facilitate developmentally appropriate behavioural strategies in the classroom
Communicate with parents around student learning when necessary
Update Communication records in Synergetic as required
Provide feedback on students of concern to members of the leadership team

Managing Situations: Resolves issues
Managing issues as they arise
● Use of problems solving approach to find and implement successful strategies that resolve issues
successfully
● Brings teams to together to create coordinated and shared responses that drives solutions
● Communicates effectively within the Department and to relevant members of other teams that
supports solutions being implemented effectively and in a timely fashion.
● Respond to parent concerns as required but in particular reference to concerns with teacher
performance
● Provide staff with feedback as the need arises
Leader of Innovation: Ideas into action
Lead continual innovation and change management that ensures the College continues to deliver
contemporary programs and practices that meets the needs of our learning community.
● Identify new opportunities for the College to better support inclusive education practices
● Attend relevant professional learning workshops
High Level Operator: Operationalises
Provide effective management of the operational functions of the Department as a result of high levels of
personal organisation, communication skills and decision making.
● Identifies ways in which technology can be used to make processes more efficient and effective
● Identifies ways in which operations systems can improve.
● Implements effective operational practices for teaching staff to use
● Coordinates calendar closely to ensure effective sequencing and achievable deadlines
● Coordinate effective meetings including setting agendas, planning outcomes and communication
actions to attendees
● Make effective decisions that promote the smooth running of the Department
● Communicate regularly with members of the Department as required
● Assist with special events as required for the Department
General Duties
● Attend Information Nights as required
● Attend supervision as required
● Attend special events as required such as Family Evenings, presentation nights
● Attend Open Days
● Participate in Assemblies, House and Tutor Group
● Participate in the College Camps Program
● Carry out duties as directed
● Participate in the co-curricular program and camps program

Physical Capabilities
● Sitting (Occasional 1-33%)
● Standing (Frequent 34-66%)
● Walking (Frequent 34-66%)
● Talking (Frequent 34-66%)
● Listening (Occasional 1-33%)
● Steps / stairs (Frequent 34-66%)
● Carrying (Occasional 1-33%)
Workplace Health and Safety Responsibilities
● Ensure that any hazards, incidents (including near misses) and injuries are reported immediately
to relevant management.
● Cooperate in relation to activities taken by the College to comply with WHS legislation.
● Participate in consultation, meetings, training and other health and safety activities where
required.
● Ensure only authorised, adequately trained staff undertake assigned tasks.
● Take reasonable care for personal health and safety and the health and safety of others in the
workplace.

Child Safety and Equal Opportunity Statement
Beaconhills College has zero tolerance for child abuse. Beaconhills is a child safe employer and is
committed to the welfare of children and their protection.
Beaconhills has systems to protect children from abuse, and will take all allegations and concerns very
seriously and respond to them consistently, in line with our policies and procedures.
All potential employees and volunteers will be required to comply with the College’s Child Safe Policy and
Code of Conduct, which are available on its website. Beaconhills performs thorough assessments of
potential and existing employees in accordance with the legislated Child Safe Standards. The assessments
will be used to ascertain whether the potential or existing employee is a fit and proper person and is
suitable for work in a school environment and in the position applied for or held. The screening process
includes, but is not limited to, Criminal Records Checks, Working with Children Checks and checks of social
media accounts.
Beaconhills College is committed to Equal Employment Opportunity principles and is committed to the
principles of merit-based selection, equity, diversity and procedural fairness in our recruitment process.
Aboriginal and Torres Strait Islander peoples are encouraged to apply for all positions at Beaconhills
College.

