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Position Information Document
Leader of Inclusive Practices and Wellbeing

POR 3
Name: Date:  19 January 2026

Position Title  Leader of Inclusive Practices and Wellbeing

Position Reporting to       Principal through Deputy Principal
Tenure 3 years
Commencement Date   19 January 2026

Release 1.0 FTE

L  E  A  D  E  R  of  I N C L U S I V E   P R A C T I C E S  AND  W E L L B E I N G
The Leader of inclusive practices and wellbeing role is determined according to the needs 
of the school and the directions of the Strategic Plan and Annual School Improvement 
Plan.  Its function is to develop and support projects, foci or initiatives within the school that 
support the professional learning of teachers and improved wellbeing and learning 
outcomes for all students.

Key Working Relationships 
• Principal
• Deputy Principal
• Leadership Team
• Teachers
• School Counsellors
• ESO Staff
• Students
• Parents
• External Agencies

Faith, Growth, Unity

Conclusion Date  31 January 2029

arichards
Cross-Out



C O N T E X T 

Vision Statement 

Catherine McAuley School seeks to fulfil Catherine McAuley's vision of providing 
quality educational opportunities to all children in surrounding communities. 

"Be ever ready to praise, to encourage, to stimulate, but slow to censure, and still 
more slow to condemn." 

Values 

This vision is lived out through the core values of Faith, Growth and Unity. 

It is these core values that inform every aspect of our work at Catherine McAuley 
School as we educate our young students in partnership with their parents.  

The Leader of Inclusive Practices and Wellbeing will be able to demonstrate 
a commitment and capacity to actively contribute to and lead whole 
school improvement initiatives. They will lead and manage intervention and 
support initiatives and demonstrate a commitment to ongoing professional learning 
for self to enable further development of skills, expertise, and teaching practice.  

They will engage with evidence-based pedagogies and language that promotes 
high quality teaching and learning and builds a culture of high expectations for 
learners. The Leader of Inclusive Practices and Wellbeing will assist in the 
collection and use of assessment and other data to develop strategies 
that strengthen student identity and agency, ensure curriculum accessibility 
for all students, and promote wellbeing. 

The Leader of Inclusive Practices and Wellbeing works in collaboration with students, 
staff, families, and external agencies and advises the school on issues relating to 
current research and best practice in learning and learning environments for students 
with diverse learning needs. They will lead a team (ESO & School Counsellors) 
and work as a member of the Leadership Team to develop a highly effective 
and progressive inclusive education approach of students with identified learning 
needs (learning, social, emotional needs), gifted and talented and Indigenous 
students. 



S P E C I F I C    R E S P O N S I B I L I T I E S 

The Leader of Inclusive Practices and Wellbeing will have responsibility for: 

Administration:  

• Work collaboratively with teachers, School Leaders, CESA personnel, parents/
caregivers, government and non-government agencies and private providers
to develop and maintain individual student Personalised Plan for Learning
(PPL’s) for Students with Disability, Students with Learning Disability, Indigenous,
Gifted and Talented, CESA Scholarship students, and students with imputed
needs.

• Coordinate annual review of PPL’s for all relevant students including:

- establishing effective relationships with staff and families to collaboratively
support relevant students, identify students ‘at risk’ and ‘general
accommodations and modifications’ to enable students to access the
regular classroom.

- Facilitating the process of PPL review meetings/discussions with staff,
parents/caregivers and Inclusive Education Consultant (CESA) and seeking
feedback from those not present.

- working with staff to amend PPL’s as required.
- ensuring the uploading and maintenance of any updates on SEQTA.
- supporting teachers in their planning and documenting PPL’s and evidence

of adjustments for students.
- leading PPL review meetings/discussions with staff, parents/caregivers and

CESA consultants for Scholarship students, students in the
extensive/substantial categories and other more complex student
scenarios

- working with staff to build their capacity in leading PPL meetings and
developing PPL documentation.

• In collaboration with teachers, input data into PPL’s ensuring information is
concise, describes impact on student learning, adjustments being made and
correctly summarises professional reports or assessments.

• Ensure PPL’s, relevant reports, documents and meeting notes are uploaded to
the SEQTA and monitor adjustment documentation.

• Maintain accurate and complete student records using appropriate templates
and forms in accordance with legislative and Catholic Education guidelines
and procedures.

• Read, summarise and share with staff professional reports regarding current
students, as well as those that accompany enrolment applications and post
acceptance.



• Manage annual reporting requirements, reviewing with a focus on school
improvement for student growth and development, including the College’s
NCCD submissions.

• Work with teaching staff and key leaders to prepare and upload (to SEQTA and
other platforms as required) the documentation and evidence required for
NCCD funding support and/or disability provisions for relevant students.

• Work with CESA personnel and the School Principal to ensure NCCD data,
evidence and documentation is completed and submitted to the relevant
authorities according to system expectations and timelines.

• Manage the functioning of the Wellbeing Centre.

• Attend professional development and disseminate information to the School
Leadership Team, Leaders of Learning, teachers and ESO staff as appropriate.

• In partnership with other Leaders, lead and manage the implementation of
NAPLAN, Pulse, PAT R & PAT M and other diagnostic assessments.

• Support other Leaders with the Assessment and Reporting procedures.

Student Support: 

• Lead the development and implementation of interventions and supports
appropriate to students with special needs or barriers to learning.

• Lead responses and interventions for students with identified social-emotional
needs and behavioural concerns as outlined in their PPL.

• Work collaboratively with other Leaders to collate a database of modified
curricula for students across R-6.

• Work collaboratively with the Wellbeing Team and teachers in production of
PPL’s to support CESA Scholarship students.

• Coordinate and support volunteers and professional consultants in the
implementation of student support programs and collaborate with
Administration staff to ensure required documentation is in place, including
Working with Children Check (WWCC).

• Work with the School Principal, CESA personnel in relation to the enrolment of
CESA Scholarship students, ensuring the School has a good understanding of
student needs and accommodations required to for successful integration into
our School.

• Work with relevant School leaders, Wellbeing Team and teachers to support
CESA Scholarship students to access the curriculum and to monitor their
academic, social, and wellbeing development.



• Coordinate reviews and case management meetings of student progress,
working collaboratively with parents, CESA personnel and other agencies as
necessary reviewing PPL’s for student success.

• Collaborate with School leaders, teachers and support staff regarding
programs to support the challenging of high performing/gifted students to
ensure their engagement and extension.

• Understand the complexities and needs of students from R-6 regarding
educational requirements and possible future pathways for special needs
students.

• Create procedures to support students and families in being able to access
and implement external provider reports and CESA resourcing in support of
students.

• Liaise with high schools about transition programs for Year 6 students needing
additional support with their transition to high school.

Teacher Support: 

• Participate in and lead the professional development of staff in the area of
inclusive teaching, learning and wellbeing.

• Support teachers in planning, teaching, recording and reporting of intervention
programs and modified programs for individual students.

• Develop and review policies related to Equity and Inclusion and ensure they
are updated when necessary and reflect contemporary practice.

• Advise on staff training and certification with a focus on the special needs of
students.

• Liaise with external providers, including but not limited to: Department of Child
Protection, Autism SA, psychologists, psychiatrists, speech pathologists,
occupational therapists, as required.

• Support teaching staff with the assessment and reporting processes for students
with Modified reports.

• Be an active presence in classrooms, supporting teachers in differentiating
curriculum delivery and assessment, and provide assistance and advice
regarding adjustments and accommodations for students.

• Support teachers to identify those students that may require extension through
a process of data analysis, diagnostic reports, assessments, and other referrals.

• Support teachers with strategies for extending students with a differentiated
curriculum model.



Team Management: 

• Line manage ESO (support and counsellors) staff, including:

- Coordinating and distributing the support timetable.
- Assisting with the recruitment of new staff including interviewing, reference

checking.
- Induction of new staff.
- Debrief on issues as relevant.
- Organise team meetings as required.
- Provide support staff for excursions and other events.
- Coordinating Professional Development.
- Working with the Business Manager to ensure roles meet EA requirements.
- Training updates undertaken.
- Conducting annual professional reviews.

• Maintain currency with best practices and resources required for inclusive
teaching, learning and wellbeing for all students and their learning
environment.

• Collaborate with Teachers, ESO staff, School Counsellors and other staff as
required to monitor student progress and develop learning strategies for
students accessing a PPL.

Annual: 

• NCCD data collection and entry.

• Transition of students to high school for students with additional needs.

• Coordinate the annual review of PPL’s for all relevant students as outlined in
the ‘Administration’ section above.

C O M M U N I C A T I O N   A N D   P R O M O T I O N  
OF   C A T H E R I N E    M c A U L E Y    S C H O O L 

The Leader of Inclusive teaching, learning and wellbeing will have responsibility for: 

• Communicating with parents, staff, and students in relation to inclusion and
wellbeing initiatives.

• Developing and nurturing positive relationships with colleagues, students,
parents, and caregivers.

• Actively promoting teaching, learning and student achievement through
newsletter articles, initiatives, and teaching and learning events.



P E R S O N   D E S C R I P T I O N 

The Leader of Inclusive practices and wellbeing is expected to demonstrate: 

• An understanding of Catholic traditions and commitment to upholding the
vision and mission of Catherine McAuley School.

• An ability to enthuse and inspire students, and work with colleagues to create
a positive collaborative working environment.

• Contemporary practices in behaviour management, harassment mediation
and pastoral care in particular utilising restorative practices.

• A positive role model for young people and staff.

• The necessary communication and people management skills to interact
effectively with staff, students, parents, and outside agencies.

• An empathy with and response to the complex demands of a changing
education environment.

• The skills of an experienced educator.

• That they are efficient administrators, able to work well under the pressure of
deadlines.

• A commitment to regular professional development and support other staff to
do the same.

• Posses a sound knowledge and understanding of inclusive education testing,
assessment and procedures.

• Respond to other duties as assigned by the Principal and/or Deputy Principal
through due process of consultation and negotiation.

S P E C I F I C    R E Q U I R E M E N T S 

Acquire and Maintain 

• Current South Australian Teachers Registration
• Approved Responding to Abuse and Neglect Training
• First Aid Training
• Teacher Accreditation in Catholic Education SA (Graduate Certificate of

Catholic Education within five years of holding a permanent position with
CESA)

• Specific qualifications and / or expertise in the designated curriculum and
school management area.



W O R K  H E A L T H  A N D  S A F E T Y  R E S P O N S I B I L I T I E S 

This role is deemed to be a Worker under the South Australian Work Health and Safety 
(WHS) Act 2012.  

As a worker, while at work you must – 

• Take reasonable care for your own health and safety
• Take reasonable care that your actions or omissions do not adversely affect

the health and safety of other persons
• Comply, in so far as you are reasonably able to, with any reasonable instruction

given by the employer
• Cooperate with any reasonable policy or procedure of the employer that is

related to health and safety at the workplace that has been notified to workers

Reference:  Division 4, Section 27 and 28 WHS Act 2012 

P E R F O R M A N C E  R E V I E W 

• The employee must undertake performance review on an annual basis.

• On the first anniversary of appointment and annually thereafter,
consultation will occur between the employer and the employee to
ensure that the Position Information Document is accurate.

This position information document indicates the general nature and level of work 
performed by the incumbent and is not a comprehensive listing of all responsibilities, 
tasks, and outcomes. 
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POSITION TITLE GENERAL TEACHER
EMPLOYMENT TYPE PERMANENT
FTE 1.0 FTE

Key Working Relationships
• Principal and Leadership Team

• Leaders of Teaching and Learning

• School Staff

• Students

• Parents and Caregivers

Faith, Growth, Unity
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B R O A D  P U R P O S E

To work collaboratively with leaders, colleagues, parents/caregivers and others 
as applicable to facilitate positive learning by students and engage in 
educational reform.

The teacher will:

• Apply curriculum knowledge and teaching methods which facilitate
successful learning

• Respond to learner’s needs

• Develop and maintain positive and effective working relationships

• Provide a balanced and challenging program relevant to the needs of the
students (including developing Individual Learning Plans, as appropriate)

• Assess, record and report learner achievement using required programs and
systems

• Establish structures and processes to achieve a productive learning
environment

• Employ behaviour management strategies which ensure a safe, orderly and
successful learning environment

• Ensure that confidential information is handled appropriately

• Carry out other non-instructional responsibilities as required

D U T Y  S T A T E M E N T

1. Professional Responsibilities
• Fulfil all requirements of the Australian Professional Standards for Teachers

• Operate in accordance with the Charter for Teachers in SA Catholic
Schools

• Actively commit to uphold and contribute to the ethos of Catholic
schools in general as well as that of Catherine McAuley School

• Comply with relevant legislation as well as South Australian Commission
for Catholic Schools (SACCS) and the school’s policies, guidelines and
procedures

• Meet and teach students at designated locations and times

• Appropriately assist students who are hurt, sick or in distress

• Diligently undertake supervision duties, including regular yard duty

• Complete administrative tasks accurately and on time including record
keeping

• Attend staff and other required meetings, parent teacher interviews and
other school-related activities as required

Updated November 2022  - edited Feb 2025 Page 1 of 4



2. Content of Teaching and Learning
• Plan a comprehensive learning program in line with Australian Curriculum

• Address students’ varying intellectual, emotional and physical abilities in
teaching practice

• Identify individual learning needs and styles, and plan learning
experiences that enable all students to achieve success (Use of ILP’s)

• Know and understand a range of learning methodologies and
technologies and their application to the classroom

• Demonstrate best practice in teaching and learning and remain current
in knowledge and application and update/adjust practice to achieve
same

3. Classroom Management and Behaviour Education
• Establish positive and effective relationships with students

• Establish and maintain a task-oriented learning environment

• Set and adhere to timelines for completion of work

• Work with students to create an attractive welcoming classroom
environment

• Maintain standards of tidiness and orderliness

• Ensure necessary equipment and facilities are accessible, available and
in readiness for planned activities to suit the learning activity

• Make all reasonable efforts to manage the behaviour of students
effectively within the directions of the relevant SACCS policies and
procedures

• Consistently maintain behavioural expectations and respond
appropriately to student behaviour by applying behaviour management
skills as per school policy

• Identify factors contributing to prolonged, repeated or severely
irresponsible behaviour and seek resolutions

• Apply effective consequences and strategies to assist students who
interfere with teaching and learning

4. Assessment and Reporting of Student Learning
• Maintain accurate and comprehensive records of student progress and

achievement

• Use a variety of assessment and reporting methods to regularly monitor
learning process

• Use assessment tasks that are purposeful and relevant to the teaching and
learning program and the learning needs of students

• Provide students with positive feedback on performance that reinforces
student achievement and focuses on improvement

Updated November 2022  - edited Feb 2025 Page 2 of 4



• Provide parents/caregivers and students with detailed, accurate and
informative written and oral reports at appropriate times, as required by
the school

5. Interaction with the school and broader community
• Demonstrate effective communication skills with students, colleagues,

parents/caregivers and others at all times

• Work effectively as a member of the school team to actively and
positively support school activities

• Participate in partnerships with colleagues to reflect upon and improve
teaching and learning practice in designated curriculum areas

• Positively engage in and undertake professional development, training
and professional reviews when required

• Perform other duties as required by the Principal (or delegate)

P E R S O N  S P E C I F I C A T I O N

• Current Teacher Registration in South Australia and relevant
demonstrated knowledge and experience

• Teacher Accreditation in Catholic Education SA

• Demonstrated skills, knowledge and experience relevant to the role
requirements

• High level interpersonal skills to interact positively with the school
community and be a positive role model and professional representative
for the school at all times

• Excellent written and verbal communication skills and able to work
collaboratively within a team environment and effectively teach
students to achieve required learning outcomes

• Be self-directed and utilise initiative and judgement to fulfil role
requirements

• Excellent organisational skills with ability to problem solve and ensure
required timelines are met

• Willingness to actively and positively uphold and contribute to the culture
and ethos of the School

• Proficient ICT skills and knowledge and ability to fully utilise required
systems and programs, or ability to quickly learn and use effectively

Updated November 2022  - edited Feb 2025 Page 3 of 4



S P E C I F I C  R E Q U I R E M E N T S

• Applicable First Aid Certificate relevant to the role requirements

• Current and acceptable Working with Children Clearance and 
screening to work in Catholic Education SA

• Current valid Responding to Risks of Harm, Abuse and Neglect –
Education and Care certificate

• Being vaccinated against COVID-19 is not mandatory for CESA staff. It is 
highly recommended for all CESA staff to maintain vaccination status as 
recommended by the policy.  

W O R K  H E A L T H  A N D  S A F E T Y

This role is deemed to be a Worker under the South Australian Work Health and 
Safety (WHS) Act 2012.

As a Worker, while at work you must:

• take reasonable care for your own health and safety

• take reasonable care that your actions or omissions do not adversely affect
the health and safety of other persons

• comply, in so far as you are reasonably able to, with any reasonable
instruction given by the employer

• cooperate with any reasonable policy or procedure of the employer that is
related to health and safety at the workplace that has been notified to
workers

(Reference: Division 4, Section 28 – SA WHS Act 2012)

This position information document indicates the general nature and level of
work performed by the incumbent and is not a comprehensive listing of all 
responsibilities, tasks and outcomes.

Updated November 2022  - edited Feb 2025 Page 4 of 4
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Position Information Document



		POSITION TITLE

		Executive Assistant



		ESO GRADE

		4 



		ESO STREAM

		Administration 



		EMPLOYMENT TYPE

		Permanent



		HOURS PER WEEK

		30   



		WEEKS PER YEAR

		42









Key Working Relationships 	• Principal / Deputy / Leadership Team 

• Business Manager 

• Teaching and non-teaching staff 

• Parents, students and other members of the school

   community 

• Visitors 

• External parties / stakeholders 



Broad Purpose

 Under the supervision of the Principal (or delegate), the position of Executive Assistant requires a wide range of advanced level and varied executive administrative duties and project work to assist the school leadership team, School Board, staff and other members of the school community and visitors, to deliver an efficient and responsive customer focused administration service. This position requires a professional and highly competent frontline person to efficiently handle the flow of people and enquiries associated with the day-to-day administrative running of the Principal’s office and administration of the School.











DUTY STATEMENT

Duties include, but not limited to: 

Executive Administrative Support to the School Leadership Team 

· Provide high level administrative support, including work of a highly confidential and sensitive nature, to the Principal and Leadership Team

·  Liaise on behalf of the Principal with members of the school community, service providers, visitors, and external parties regarding school matters. 

· As directed, draft non-standard correspondence or responses to complex situations providing a high level of communication and confidentiality

· Administration of Principal’s diary, meetings, travel, and bookings, as required



Administration 

· Provide high level administrative support within the school, as applicable, and proficiently use computer software packages, including desk top publishing, database and/or web software and management information systems at an advanced level

· Maintain a comprehensive suite of records and information relevant to both the specific responsibilities of the Principal and broader administrative requirements of the school

· Maintain Principal’s diary, calendar and attend to the needs of visitors to the Principal

· Screen correspondence, phone calls and material received for the Principal and promptly inform the Principal of important urgent matters 

· Board/AGM Meetings – Set up annual dates, typing of agenda, distribution of meeting papers, prepare meeting space and catering if required, and attend meetings as Minute Taker

· Support the Principal and Leadership Team in the production and distribution of student and community letters and emails

· Maintain school documents, such as school policies and Staff Handbook, formatted to the school style guide annually or as required

· Knowledge of student databases in ceSIS and SEQTA required for answering queries etc

· Undertake responsibility for special projects at an advanced administrative level 

· Assist the Principal with recruitment and associated records including listing job vacancies on websites, receiving and acknowledging application, CESA screening of applicants, compiling applications for panel members, arranging interviews with candidates, preparing recruitment correspondence etc. 

· Assist with front office duties when required including responding to enquires and answering phones

· Maintain full knowledge and training in current Working with Children and Catholic Education SA screening requirements. Process clearances and screenings of all staff, contractors and visitors and maintain an accurate Location Register to ensure compliance with CESA and legislative requirements

· Positively participate in required training, professional development, and performance reviews when required

Events 

· Plan, organise and coordinate school events and celebrations, including organising catering, gifts, attendance confirmations etc as required

· Liase with and coordinate publications with Communications/Media staff to promote at events /functions as directed

General 

· Undertake other duties, as required by the Principal (or delegate). 



person specification

· Commitment to support and contribute to the Catholic ethos of Catherine McAuley School

· A Diploma in Administration or Business (or equivalent) and/or relevant demonstrated knowledge and experience in a comparable role. 

· High level of competency in the Microsoft Office Suite, particularly MS Word, Excel and PowerPoint. 

· Experience using database programs, such as ceSIS, SEQTA and Civica, is highly desirable, along with the ability to adapt quickly to new administrative systems. 

· Excellent written, verbal and interpersonal and communication skills to interact positively with all members of the school community and external parties

· Demonstrated ability to work independently with minimal supervision. Able to plan and prioritise duties to manage fluctuating workloads and achieve accurate outcomes under pressure, ensuring relevant deadlines are met. 



specific requirements

· Senior First Aid Certificate 

· Working with Children Clearance to work in Catholic Education SA. 

· Current Responding to Risks of Harm, Abuse and Neglect- Education and Care (RRHAN-EC) mandatory training

· Actively participate in regular performance reviews and undertake training as required. 

· Comply with Government requirements regarding vaccination against COVID-19. 









occupational health safety & welfare

This role is deemed to be a Worker under the South Australian Work Health and Safety (WHS) Act 2012. As a Worker, while at work you must: 

· take reasonable care for your own health and safety 

· take reasonable care that your actions or omissions do not adversely affect the health and safety of other persons 

· comply, in so far as you are reasonably able to, with any reasonable instruction given by the employer 

· cooperate with any reasonable policy or procedure of the employer that is related to health and safety at the workplace that has been notified to workers 



Reference: Division 4, Section 28 WHS Act 2012 



This position information document indicates the general nature and level of work performed by the incumbent and is not a comprehensive listing of all responsibilities, tasks and outcomes.



On the first anniversary of appointment and biennially thereafter, or at another mutually agreed time, consultation will occur between the employer and the employee to ensure that the duty statement is accurate. 



SIGNED ________________________________________  Date ____________________ 

                               (Employee) 

SIGNED ________________________________________ Date ____________________ 

                               (Principal or Delegate)

ROLE REVIEW DATE _____________________





PERFORMANCE REVIEW DATE _______________ 
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