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Sacred Heart Catholic School is an educating community of living witnesses  
working in partnership with families, inspiring strength through faith and love. 

 

 

Position Title Deputy Principal 

Organisation Catholic Education Sandhurst Limited (CES Ltd) 

School Sacred Heart Primary School 

Location 69-75 Hogan Street TATURA 3619 

Enterprise Agreement Victorian Catholic Education Multi-Enterprise 

Agreement 2022 

Position of Leadership As per agreement for Deputy Principals 

Time Release 1.0FTE 

Status Teaching Position Ongoing, Initial 3 year contract 

(2024-2026) 
 

Reports to 

Starting date 

Closing date for applications 

Principal 

Monday 29th January 2024   

24 November, 2023 

Deputy Principal: Learner Diversity 
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 Our Organisation  

Catholic Education Sandhurst Limited (CES Ltd) is committed to the mission of Catholic Education 

across the Diocese of Sandhurst. With a rich history dating back to 1853 the Diocese reaches from 

Central to Northeast Victoria. The organisation supports more than 3000 employees in 52 schools and 

2 early childhood facilities. It also provides support to 4 secondary colleges owned and operated by 

Religious Institutes. 

CES Ltd participates and cooperates in the work of the Catholic Education Commission of Victoria Ltd 

(CECV), which has key responsibilities for the allocation and distribution of government funding, 

facilitating cooperation across the four Victorian Dioceses, and in working and cooperating with 

government statutory authorities. 

The Chief Executive Officer of Catholic Education Sandhurst is appointed by the Board of CES Ltd to 

support the administrative, organisational, and service matters to Catholic schools within the Diocese. 

The Chief Executive Officer and all delegations via that position operate within the parameters of 

Canon Law and the Catholic Church structures and processes. CES Ltd is the employing authority for its 

schools and acknowledges and respects the role of Parish Priests within the Parish communities in 

which schools are located and supported. 
 

 Our Vision  

The vision for CES Ltd is to provide, in partnership with our families, stimulating, enriching, liberating, 

and nurturing learning environments in each of the Catholic school communities within the Diocese. 

At the heart of this vision is our commitment to the ongoing duty of care that we have for the safety, 

wellbeing and inclusion of all children and young people. 

We believe: 

● That the values of the Gospel are central to who we are, what we do, and how we act. 

● That we have a vital role in the mission of the Catholic Church to imagine and seek new 

horizons while respecting our Tradition. 

● That a strong sense of community is dependent on the quality of our collegial relationships. 

● That each person’s potential is fostered through the dedicated ministry of Catholic Education. 

● In leadership encompassing vision, innovation, and empowerment. 
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 Our Values  

CES Ltd Values underpin and reflect the behaviours we expect of our staff: 

Principles of Catholic Social Teaching 

The identity of the Sandhurst Catholic School reflects the principles of Catholic social teaching, 

grounded in the person of Jesus, and interpreted and enacted for the “common good” in response to 

the “signs of the times”. 

These principles require that the dignity and potential of each person be fully respected within a 

climate that is conducive to peace, security, and development. This must find expression in the 

relationships, structures, curricula, planning, processes, and care in the everyday life of the school. 

Respect 

Respect for the dignity and potential of each person within a climate that is conducive to peace, 

security, and development. This must find expression in the relationships, structures, curricula, 

planning, processes, and care in the everyday life of the school. 

Partnerships 

The Sandhurst Catholic Schools do not function in isolation. In attending to the religious dimension of 

education, the most fundamental partnerships are those with parents/guardians and with local 

Catholic faith communities. The school is part of the wider Church community. 

Faith 

The tasks of evangelisation, catechesis and religious education are shared by home, school and parish, 

with each having its own distinct contribution to make in a sense of genuine partnership. 
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 School Summary  
Sacred Heart is a parish primary school built on a community of students, parents and staff working 
together to achieve our vision of providing the highest quality of Catholic Education in a safe,  
inclusive and supportive environment.  
Our school was founded by the Mercy Sisters and we are very proud that the Mercy traditions and  
values are still alive and evident in our school culture today.  
At Sacred Heart, we firmly believe all students enrolled, and any child visiting, have the right to feel  
safe and be safe in all school environments and outside of school hours.  The wellbeing of children in  
our care will always be our first priority and we have zero tolerance to child abuse.  We aim to create  
a child safe and child friendly environment where children feel safe and are free to enjoy life to the  
full without any concern for their safety. 

Position Summary  
The role of the Deputy Principal is to support the Principal and leadership team in effectively and 
purposefully managing the planning, delivery, evaluation and improvement of the school. The 
incumbent works closely with the Principal in enacting the strategic direction of the school, including 
the strategic deployment of resources. We aim to support improved learning outcomes for all students 
with engaging faith education. The successful applicant will need to display experience in leading 
‘Learning Innovation’ and actively living the ‘Catholic Identity’ of our school. 

 
Effective school leadership uses a range of technologies to efficiently manage the resources and staffing 

of the school. High-impact leaders seek to build a successful school through effective collaboration 

with key stakeholders, including staff, parent groups and our local community. 

In collaboration with the Principal, the Deputy Principal drives the leadership team in establishing an 
environment that provides opportunities for all staff to learn and improve together whilst applying their 
knowledge of leadership, management concepts and best practice. We strive to empower enthusiastic 
staff to be leaders in education. 

Leadership Framework   

This role will work within the CES Ltd Leadership Framework. The Framework sets out that Leadership 

in a Catholic School creates a vision for a community in which all may have life and have it in abundance 

(John 10:10) and where student flourishing is the core purpose. Leaders in Catholic schools are guided 

by religious, professional, ethical, and moral principles and pursue this vision in service of the 

community. Servant leadership is at the core of all levels of leadership in the Catholic school. The 

leadership vision is student centred with a growth mindset that is guided by a belief in the dignity and 

potential of the human person. 

Leadership in a Catholic school includes seven professional practices that are valued as critical 

elements in leading a Catholic school. They are as follows: 

 

● Leading the Catholic School 

● Leading a Well Community 

● Leading Learning and Teaching 

● Developing Self and Others 

● Leading Improvement, Innovation and Change 

● Leading the Management of the School 

● Engaging and working with the Community 
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 Key Responsibilities 

Catholic and Well 

Community 

• Be familiar with and comply with the school's child-safe policy and code 

of conduct, and any other policies or procedures relating to child safety 

• Lead the provision of a child-safe environment for students 

• Demonstrate duty of care to students in relation to their physical and 

mental wellbeing 

• Support a stimulating, enriching and liberating learning environment in 

which others are challenged to search for their personal identity in 

dialogue with the Catholic Tradition 

• Nurture staff through experiences with Catholic scripture and tradition 

• Proactively monitor and support student wellbeing 

• Exercise pastoral care in a manner which reflects school values 

• Drive strategies which promote a healthy and positive learning 

environment 

• Attend year level meetings as scheduled 

• Attend all school assemblies 

• Attend school liturgical celebrations 

• Provide the leadership, structure, resources to improve safety across the 

whole school community 

• Lead staff to comply with all school and legislative health and safety 

policies and procedures 

• Assist the Principal with the school’s health and safety policies and 

procedures 

• Support a safety culture embracing, advocating and supporting OH&S 

initiatives by actively driving and promoting OH&S compliance 

requirements and improvements 

• Be responsible for own health and safety and for the health and safety of 

anyone else who may be affected by their acts or omissions at the 

workplace 

• Adhere to safe work procedures, instructions and rules at all times 

 

Learner Diversity 

Leadership 

• In consultation with the Principal, update the annual register of the 
National Consistent Collection of Data (NCCD) 

• Facilitate professional learning and moderating of NCCD 

• Assist in resourcing staff and parents in matters related to students with 
diverse learning needs   

• Develop professional learning opportunities for staff to grow their 
capability in learner diversity 

• Meet with staff regarding the preparation and formulation of referrals 
for assessments of students with diverse needs  

• In collaboration, organise meetings with parents and teachers to discuss 
student data and possible referrals and/or assessment outcomes  

• Coordinate meetings with parents, teachers and allied health providers 
to discuss referral outcomes 

• Timetable and coordinate, PSG meetings with appropriate parties, 
including teachers, parents and allied health professionals   

• Facilitate professional learning to assist in writing and updating of PLPs 

• Ensure that PLPs are updated regularly and the goals set are achievable 
and clearly documented 
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People-Focused 

Community 

• To enhance and strengthen communication and collegiality between the 
school, home and wider communities 

• Proactively encourage students to participate in co-curricular activities 

• Act as a role model for participating students 

• Keep accurate records of student attendance and participation within the 
co-curricular activity 

• Create and maintain a safe environment in which students may enjoy 
their participation 

• Oversee the Volunteer Induction program 

• When requested, represent the school and the Schools’ 
Leadership Team at meetings 

 

Stewarding & 

Administration 

Community 

• In liaison with the Principal organise and oversee the ordering and 

purchasing of equipment and supplies as required 

• In liaison with the Principal, organise mandatory staff training and update 

relevant documentation where appropriate 

• Maintain currency of first aid, mandatory reporting and anaphylaxis 

training 

• Demonstrate duty of care to students in relation to the physical and 

mental wellbeing 

• Participate in duty supervision as rostered and other supervision duties 

when required 

• Demonstrate professional and collegiate relationships with colleagues 

• Uphold the professional standards expected of a Deputy Principal 

• Be responsible for the leadership of the school in the absence of the 

Principal 

• Assist the principal in the daily management of students and staff 

• Maintain comprehensive communication of school arrangements through 

publishing timetables, rosters, bulletins, memos, calendars, meeting 

agendas and minutes of meetings 

• Organise Yard Duty rosters, ensuring all duties are covered 

• Co-coordinate with the Principal the induction program for new, 

beginning and returning teachers 

• Collaborate with key stakeholders to assist in the development of work 

plan in alignment with the Annual Action Plan 

• Manage staff absences and the engagement of replacement teachers, 

including the induction of emergency staff 

• Liaise with the Administration Staff with regards to appropriate 

paperwork and maintain a staff absences log and Casual Relief Teacher 

(CRT) log, in consultation with the Principal and Administration Staff 

• Arrange and oversee CRT’s for replacements as required 

• Responsible for daily organisation 
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Mandatory Responsibilities and Requirements  

 
Compliance with CES Ltd Policies and Procedures 

● All CES Ltd policies and procedures are available in either CompliSpace and/or the Staff Portal. 

It is expected that all employees of CES Ltd must ensure that they comply with policies, 

procedures and standard ways of work practices when carrying out their work. Any breaches 

in compliance may result in disciplinary action. 

Compliance with Occupational Health and Safety 

● All CES Ltd employees have a responsibility to take reasonable care of their own health and 

safety along with the safety of others. It is expected that all employees comply with policies, 

safe work procedures, instructions, and rules of CES Ltd’s OH&S Management System. 

● All employees must report any hazards or any other health, safety, or wellbeing issues to their 

team leader/principal. There is also an expectation that employees will actively eliminate 

hazards, follow instructions, and participate in training and consultation processes. 

● All employees who have responsibility to supervise /lead others have additional 

responsibilities including ensuring that employees have clearly defined safety roles and 

responsibilities, addressing OH&S issues immediately, be aware of tasks being undertaken by 

employees and ensure that they have the skills required to perform tasks safely, ensuring 

training is provided to address any knowledge or skills gaps for performing work safely, 

ensuring clear policies and procedures are implemented as well as holding regular OH&S 

meetings with employees and managing non-compliance. 

● Depending on the role some employees will be required to provide evidence of successful 

completion of First Aid Certificate inclusive of Anaphylaxis training prior to commencing 

employment with CES Ltd. 

Compliance with Child Safety Legislation 

● CES Ltd is committed to creating and maintaining a child safe school environment in which all 

students feel safe and are safe. They do this by promoting the safety, wellbeing, and inclusion 

of all children. All CES Ltd employees have a responsibility to comply with current Child Safety 

legislation. This includes keeping up to date with relevant mandatory reporting requirements 

and maintaining a valid working with children check or VIT registration. CES Ltd are committed 

to ensuring the safety of children in our care, as such rigorous reference and background 

checks are conducted at the pre-employment stage. All staff are also expected to comply with 

the Child Safety Code of Conduct as amended or varied from time to time. 
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Key Selection Criteria 

Essential Qualifications and 

Registrations  
• Current registration with the Victorian Institute of Teaching. 

• Accredited to teach Religious Education in a Catholic school.  

Knowledge and Experience • An ability to provide students with a rich and rewarding educational 

experience and embrace a collegial, team-based approach to 

teaching and learning. 

• An ability to foster effective relationships with students, staff, 

parents and the Sacred Heart Parish community. 

Commitment to Catholic 

Education 
• Demonstrate an understanding of and commitment to the values of 

Catholic Education as outlined in our Vision Statements and Graduate 

Outcomes (available on the school website).  

Commitment to Child Safety • Sacred Heart Primary School is committed to creating and 

maintaining a child safe environment in which students feel safe and 

are safe.  It is a condition of employment that the incumbent has an 

understanding of and commitment to the VRQA Child Safe Standards.  

• Sacred Heart Primary School has a Child Safety Code of Conduct and 

as a staff member of Sacred Heart, the incumbent is subject to and 

expected to comply with the Child Safety Code of Conduct. 

Skills and Attributes • An enthusiasm to deliver exemplary Learning and Teaching. 

• Demonstrate an adaptable and agile mindset.  

• Contribute positively to team relationships.  

• Be calm under pressure and capable of thinking clearly in stressful 

situations. 

   

Desired Knowledge/Skills/Experience Why it is important & how it is used in the role 

Demonstrated teaching 

experience teaching within 

an educational setting 

Understanding of school operations and the education environment 

Demonstrated ability to 

improve safety awareness 

and understanding 

Ensures ability to implement initiatives and handle complex issues. 

 

Stakeholder (including 

Parents and teaching staff) 

engagement and 

influencing skills 

Effective communication that builds trust 

https://www.shtatura.catholic.edu.au/wp-content/uploads/2022/08/CES-Ltd-CHILD-SAFETY-Code-of-Conduct-260522.pdf


CES Ltd POSITION DESCRIPTION Deputy Principal: Sacred Heart School TATURA 2024-2026 Page 9  

 
 

Demonstrated 
understanding of 
contemporary teaching 
practices and initiatives 

Disciplined and logical approach to the improvement journey, to implement 

sustained improvements 

Strong understanding of 

Human Resources and 

Industrial Relations  

To drive and deliver the people strategy of the school 

Energy, intensity and focus 
in making change effective 
throughout the work 
environment. Passionate 
and self-motivated. 

To continue the drive toward a continuous improvement environment and 
implement change in the face of many obstacles in a ‘maturing’ plant 

Strong analytical skills and 
process-focused. 

Demonstrates a high data literacy level and the knowledge in using big data to 
appropriately and logically execute to diverse educational initiatives 
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