
Head of Early Childhood & Junior School 
 

Role Description  
& 

Information for applicants 

 

Burgmann Anglican School 
Grace  Commitment  Wisdom 

E
xc

el
le

nc
e 

Innovation 

Leadership 



 
 

 

  

 
 

Head of Early Childhood and Junior School 
 
 
Burgmann School is a 3 Year Old Preschool to Year 12 School with 1500 students and campuses located 
at Gungahlin and Forde in the north of the ACT. 

The school prides itself on its innovative and creative approach to curriculum and education, its strong 
sense of community and pastoral care of the students, their families and the staff of the school. The 
school has a strong link with the Gungahlin Anglican Church which shares facilities and resources with 
the school. 

Due to the retirement of the current Head of Early Childhood and Junior School at the end of 2017, we 
are seeking applicants with appropriate qualifications, experience and character to fill this leadership 
positon. This role demands active and effective leadership of the School’s ethos and culture, spiritual 
and pastoral dimensions, and operational, community and educational programs. 
 
Commencement:  It is intended that the successful candidate will take up the position at the beginning 
of 2018. 

Line Management:  The Head of Early Childhood and Junior School will work closely with, and be 
directly responsible to the Principal.  The Head of Early Childhood and Junior School will work 
collaboratively with the Deputy Principal (Learning and Teaching) and the Deputy Principal (Wellbeing). 

Role Description 

1. Role Purpose 
 

The Head of Early Childhood and Junior School is a member of the Burgmann Anglican School 
Executive with delegated responsibility for the effective leadership and management of the 
Preschool, Early Childhood (Years K to 2) and Junior School (Years 3 to 5).  

2. Role Responsibility 

As a member of the School Executive, the Head of Early Childhood and Junior School is directly 
responsible to the Principal. The Head of Early Childhood and Junior School will also work 
collaboratively with the Deputy Principals. 

 
2.1  In line with the concept of Teams and Team Leadership that underpins the organisational 

structure of the School, the Head of Early Childhood and Junior School works in partnership 
with members of the School P-12 Leadership Team: 

 
 Deputy Principal (Wellbeing) 
 Deputy Principal (Learning and Teaching) 
 Head of Senior School 
 Head of Middle School 
 Head of Ministry 
 Head of Operations 

 Head of Co-curricular 
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3. Role Accountability 

 
3.1 Mission and Vision: 

To facilitate the achievement of the School mission and its vision as an Anglican School. 
 

3.2 Climate of Excellence: 
 
3.2.1 To develop an environment in Early Childhood and Junior School which ensures 

a whole school perspective, enables the achievement of each student’s 
personal best academic, physical, spiritual, emotional, social and cultural 
development. 

3.2.2 To encourage a climate of excellence in learning, curriculum and pedagogy in 
Early Childhood and Junior School by: 

 
 working collaboratively with the Deputy Principal (Learning and Teaching); 
 fostering a culture of life-long learning for students and staff across the 

Early Childhood and Junior School; 
 leading an effective Early Childhood and Junior School Team; and 
 developing collaborative relationships with all sections of the School. 

 
3.3 As a Spiritual Leader, the Head of Early Childhood and Junior School will: 
 

3.3.1 Promote Anglican beliefs, ethos and educational tradition in every aspect of 
School life. 

3.3.2 Ensure that the Anglican beliefs and values are acknowledged, articulated and 
developed among staff.  

3.3.3 Exercise the highest form of leadership, that is, servant leadership that is 
founded in the Christian faith.  

3.3.4 Give personal witness to the Christian values of the School. 
3.3.5  Promote the spiritual development of staff and students in the School.   
3.3.6 Wholeheartedly support the Mission of the School. 
3.3.7 Support and promote Christian Education. 
 

3.4 As a Student Wellbeing Leader, the Head of Early Childhood and Junior School will: 
 

3.4.1 Model effective and proactive pastoral care of staff and students, which is 
characterised by: 
 
 a true demonstration of care for each person; 
 an environment that is positive, safe and free from discrimination, bullying 

and harassment; 
 the fostering  of  leadership capacity; and 
 the application of Christian beliefs and values.  

 
3.4.2 Work in partnership with the Deputy Principal (Wellbeing) and Heads of Schools 

to ensure continuity and consistency of approach and practice in our wellbeing 
programs (P-12). 

3.4.3 Ensure that each child in Early Childhood and Junior School is treated as an 
individual and his/her needs are adequately met so that he/she reaches his/her 
full God-given potential as stated in the school’s philosophy. 

3.4.4 Ensure that programs are developed and implemented so that the whole 
student is educated academically, emotionally, physically, aesthetically and 
spiritually, in accordance with the school’s philosophy. 

3.4.5 Ensure that parents are kept informed about the needs and concerns of their 
children. 



 
 

 3 

3.4.6 Make recommendations to the Principal regarding the discipline of students 
including suspension or exclusion of students where it is judged in the best 
interests of the student and the School. 

3.4.7 Oversee Early Childhood and Junior School student leadership development 
and training initiatives. 

3.4.8 Oversee the selection of Junior School student leaders.  
3.4.9 Ensure that the exercise of student management in the Early Childhood and 

Junior School is consistent with other parts of the school and that students 
learn to take responsibility for their actions. 

3.4.10 Ensure that the exercise of pastoral care in Early Childhood and Junior School 
encourages positive behaviour and conduct.  

3.4.11 Provide opportunities for the celebration of student achievement. 
 

3.5 As a Staff Wellbeing leader, the Head of Early Childhood and Junior School will: 
 

3.5.1 Model effective and proactive pastoral care of staff in Early Childhood and 
Junior School, which is characterised by: 
 
 a true demonstration of care for each person; 
 an environment that is positive, with effective professional relationships; 
 the development of staff leadership capacity; and  
 the application of Christian beliefs and values. 

  
3.5.2 Communicate effectively with all staff. 
3.5.3 Model effective, fair and just management of staff. 
3.5.4 Work with other members of the School Executive Team to maintain positive 

staff morale across the School. 
3.5.5 Support teachers in providing positive classroom organisation and sound 

student management in all contexts. 
3.5.6 Provide staff with the opportunity to participate in the decision-making 

processes influencing the direction of Early Childhood and Junior School. 
 

3.6 As an Operational leader, the Head of Early Childhood and Junior School will: 
 

3.6.1 Implement administrative processes which ensure efficient and consistent day 
to day operation of Early Childhood and Junior School. 

3.6.2 Implement administrative processes which ensure efficient and consistent day 
to day communication.   

3.6.3 Ensure that all staff have a working knowledge of legislative requirements that 
affect their daily operations in the School. 

3.6.4 Liaise with the Deputy Principal (Wellbeing) on day to day staffing matters. 
3.6.5 Ensure that appropriate risk management processes are implemented, in 

collaboration with the Head of Operations. 
3.6.6 Develop effective procedures for the selection, appointment and deployment 

of relief teachers in Early Childhood and Junior School. 
3.6.7 In consultation with the Deputy Principal (Learning and Teaching), oversee the 

development of the Early Childhood and Junior School timetable.  
3.6.8 Participate in the development of the whole school calendar in consultation 

with the Executive Team. 
3.6.9 Contribute to the development of the annual budget in regard to Early 

Childhood and Junior School. 
3.6.10 Take responsibility for the supervision, and professional development of staff in    

Early Childhood and Junior School, including annual meetings with each staff 
member in relation to their ongoing accreditation requirements. 
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3.7 As a Community Leader, the Head of Early Childhood and Junior School will: 
 
3.7.1 Promote and encourage a sense of community. 

3.7.2      Ensure that Early Childhood and Junior School staff have opportunities to 

develop a cohesive team approach while guiding them from a whole school 

perspective. 

3.7.3 Support the Deputy Principal (Wellbeing) and the Director of Co-curricular by 

communicating co-curricular activities allocated to Early Childhood and Junior 

School staff. 

3.7.4 Lead the development of the School’s spirit of welcome and hospitality. 
3.7.5 Ensure that all members of the Burgmann Anglican School community are 

appropriately welcomed and supported. 
3.7.6 Foster positive collegial relationships within the School community which are 

based on mutual trust. 
3.7.7 Support and maintain effective procedures for the appropriate ongoing 

involvement of parents in Early Childhood and Junior School.  
3.7.8 Take every opportunity to showcase the school’s achievements in all areas 

(academically, physically and aesthetically) to the parent community. 
3.7.9 Support the School’s capacity and willingness to respond to those in need with 

a particular focus on fairness, consistency and a whole school perspective. 
3.7.10 Maintain a visible presence across Early Childhood and Junior School through 

regularly visiting classrooms. 
 

3.8 As an Educational Leader, the Head of Early Childhood and Junior School  will: 
 
3.8.1 Foster and promote excellence in learning and teaching 
3.8.2 Affirm excellence in individual teacher’s practice  
3.8.3 Ensure that current developments in Early Childhood and Junior years 

education are embedded in teaching/learning processes. 
3.8.4 Work with the Deputy Principals and Heads of Schools to ensure student 

transitions between sub-schools are professional and appropriate and that 
effective procedures for the tracking of student academic and pastoral progress  
(P-12) are implemented.  

3.8.5 Focus on the development of the School P-12 as a learning community of the 
highest quality. 

3.8.6 Promote and foster a culture of life-long learning.  
3.8.7 Encourage staff to reflect on their professional practice and to focus on 

continual improvement.   
3.8.8 Model quality teaching and learning techniques at all times. 
3.8.9 Articulate and maintain high expectations for the performance of teachers. 
3.8.10 Encourage professional conversation and debate in Early Childhood and Junior 

School. 
3.8.11 Ensure the smooth implementation of the ACARA National Curriculum 

requirements.  
3.8.12 Ensure the suitable preparation for students to complete the NAPLAN 

examinations. 
3.8.13 Implement procedures to ensure that appropriate diagnostic analysis of 

external testing results (e.g. NAPLAN) is carried out and communicated to staff. 
3.8.14 Keep up to date with current educational developments and research into 

curriculum and pedagogy.  
3.8.15 Make recommendations to the Deputy Principal (Learning and Teaching) on 

appropriate initiatives to ensure adoption, adaptation and implementation of 
desirable educational changes. 
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3.8.16 Work with the Deputy Principal (Learning and Teaching) and Heads of Schools 
to ensure that the Principal, staff, students and parents are informed on 
changes in curriculum, assessment and reporting, including externally driven 
changes.  
 

3.9 Other duties as directed. 
 
4. Special Requirements 
  

4.1 Variable Duties/Hours: 
The nature of the position is such that the Head of Early Childhood and Junior School is 
required to be available outside the “normal” office/School hours, participate fully in 
the total life of the School, attend meetings and presentations whenever necessary, 
and to represent the Principal on occasions, in some forums. 
 

4.2    Teaching Requirements: 
The Head of Early Childhood and Junior School will have a teaching load to be 
determined at the discretion of the Principal.  
 

4.3      These conditions may vary at the discretion of the Principal. 
 

4.4      The Head of Early Childhood and Junior School will participate in an annual performance 
      appraisal. 

 
 5.  The Application 
 

Applications should include the following information: 
 

 A current Curriculum Vitae  
 A letter detailing your interest in the position of Head of Early Childhood and 

Junior School and a statement of your educational philosophy 
 A concise statement (maximum of 2,000 words) outlining the ways in which 

you fulfil the following leadership capabilities: 
 

- Spiritual Leader 
- Wellbeing Leader 
- Operational Leader 
- Community Leader 
- Educational Leader 

 
 Certified transcript of your academic and professional qualifications 
 Working with Vulnerable People Registration 
 Teacher Quality Institute registration 
 Religious affiliation and details of participation in any church activities 
 Other activities and interests 
 The names, addresses and telephone numbers of three referees from whom 

the Principal or consultant may obtain confidential reports regarding 
professional and personal information.  One of the referees should be your 
current minister. 
 

Applications should be sent via email to: employment@burgmann.act.edu.au 
 
Applications close at 8:00am on Monday 17 July 2017 
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