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TOORAK COLLEGE
Mount Eliza

Position Description
Job Title: Hours of Work:
Head of Faculty Full time - time allowance 10 hours/cycle

Faculty/Department: Remuneration Classification:
Languages Teacher Manager Level 2

Reports To
Head of Senior School, Deputy Principal and ultimately the Principal

Vision & Mission 
Vision
To develop aspiring young people with confidence and character.

Mission
To empower young people through academic and personal growth to thrive in their future.

Values
Empower
Take initiative and risks in the delivery of role and responsibilities. Consistently question and 
evolve practice through reflection, feedback and professional learning.

Academic Growth
Strive for continuous professional improvement through an external lens using data to inform 
and improve practice and take responsibility for own growth.

Personal Growth
Broaden experiences, acknowledge strengths and weaknesses and actively embrace growth 
opportunities every day.

Thrive
Invest in passions and approach the future with optimism, collaborating and learning with 
staff and students across the School.

Child Safety
All staff at Toorak College are expected to take an active role and are well informed of their 
obligations in relation to Child Safety. The Toorak College Commitment to Child Safety 
Statement is incorporated in the Toorak College staff employment cycle from recruitment and 
reference checking to induction, 3 and 6 month probationary review processes and regular
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TOORAK COLLEGE
Mount Eliza

staff training and professional development. Employment with Toorak College is subject to 
school policies including the Child Safety Policy and Code of Conduct.

Toorak College Statement of Commitment to Child Safety:

Toorak College is committed to providing and promoting a child safe and child friendly 
environment which protects children from abuse. Toorak College has zero tolerance for child 
abuse and has developed policies and procedures to:

• Empower children to actively express their views and encourage staff to listen and act upon 
any concerns raised by children in line with the School’s policies and procedures.

• Provide an environment that is committed to promoting the physical, emotional and 
cultural safety for all children.

• Explain acceptable and unacceptable behaviour to staff, volunteers and children.
Child protection is a shared responsibility between Toorak College, all employees, contractors, 
volunteers, associates and members of the School community.

Toorak College supports and respects all children, young people, staff and parents. We are 
committed to the continual development of inclusive practices.

Organisational Environment
Toorak College is an Independent Day and Boarding School for girls Years 5 to 12 and Co
educational Pre School to Year 4. The School is committed to providing a supportive and 
stimulating environment in which all students are able to develop fully their personal, social 
and academic potential. Toorak College is located on the Mornington Peninsula in Mount 
Eliza, approximately 40km south of the Melbourne CBD and is well serviced by public 
transport in the form of buses and a major metropolitan rail connection to nearby Frankston.

Philosophy
All employees at Toorak College are expected to be:

• Supportive of the Philosophy of the School

• Active in promoting and modelling Christian values
• Contributors to a caring and supportive community

• Focused on the needs of the school’s clients
• Facilitators of positive and productive community relationships

• Active participants in the professional learning community

• Focused on developing a culture of excellence

• Committed to supporting the holistic education of student
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TOORAK COLLEGE
Mount Eliza

• Continuously improving their skills and knowledge base 

Policies
It is a condition of employment that all employees make themselves aware of and comply with 
all policies and practices of Toorak College. The School’s policies are available on iVE, the 
School’s Intranet and may vary from time to time.

Position Objectives

The Head of Faculty is primarily responsible for providing strategic leadership in the content 
and continuity of learning experiences for students, the delivery of best quality programs, 
teaching and learning activities and the achievement of the best possible outcomes for all 
students within their subject area from Prep to Year 12.

Welcoming, inducting and supporting new students within the subject area is also a key and 
ongoing component of the role.

Key Accountabilities 

Staff management

• Lead and manage subject area staff in the delivery of effective learning and teaching to 
achieve the best possible outcomes for all students within the faculty and subject area.

• Facilitate regular and meaningful feedback with subject area staff regarding best teaching 
practice.

• Provide guidance and promote innovation and subject oriented professional development 
to all staff within the faculty and subject area.

• Liaise with Junior School staff within the subject area to address issues relating to the 
provision of seamless learning experiences for students across the School.

• Inform the Head of Senior School about matters within the faculty and subject area 
including staff and student matters that require further attention.

• Participate in the School program for the induction, mentoring and support of beginning 
and new teachers to the School.

• Provide assistance with the management and monitoring of practicum teachers. 

Leadership

• Take a leadership role in the various curriculum forums which operate at the School.

• Assist faculty and subject area students and parents with course advice where appropriate.

• Collaborate and work as a team with the other Heads of Faculty and Heads of Year in 
ensuring continuity of programs and effective transitions from one year level to the next.
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• Possess an understanding of the principles of positive psychology and the application of 
strategies from this field to enhance the academic wellbeing of all our young people.

• Liaise with classroom teachers, Heads of Year, Heads of Faculty, Wardle House staff 
(where relevant) and Learning Enhancement to ensure the academic needs of individual 
students are met and supported to achieve personal best.

Curriculum Development

• Lead and manage the areas within the faculty and subject area to support the development 
of the School’s vision as it applies to the curriculum.

• Lead and manage the provision of best quality programs within the faculty and subject 
area.

• Prepare and make recommendations for the annual faculty budget, adhere to the budget 
when approved and adhere to the School’s Purchasing Process.

• Undertake an annual audit of all curriculum and teaching resources and equipment.
Other duties

• Contribute to the maintenance of a healthy work and learning environment that is 
respectful, safe and supportive of all students and the whole school community.

• Advocate for and protect the rights and safety of children and young people.

• Any other duties as requested by the Principal.

Occupational Health & Safety

• Be familiar with emergency and evacuation procedures.
• Observe safe work practices in accordance with the School’s Policies and Procedures.

• Identify and report hazards or potential hazards to the Property Manager.
• Provide a safe environment for students.

• Liaise with Health Services as required.

Professional Development
Attend professional development activities when required and proactively seek relevant, 
innovative and effective professional development opportunities.

Key Functional Relationships
The Head of Faculty will work closely with the following:

• Executive and in particular the Head of Senior School

• Head of Curriculum
• Other Heads of Faculty
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• Head of Learning Enhancement
• Heads of Year

• Students

• Parents 

Skills Required
The Head Faculty will be an exemplary classroom practitioner with experience in their 
subject area. A familiarity with the Study Design will be assumed.
Expertise in the following areas is highly desirable:

• Curriculum Design and implementation
• The use of ICT in the classroom

• Development of extension activities across the whole school

• Interdisciplinary learning in the middle years 

The Head of Faculty will have:

• Demonstrated initiative and examples of leadership on projects or activities.

• Ability to manage budgets.

• High degree of empathy, confidentiality, discretion, patience, tact and diplomacy at all 
times.

• Outstanding interpersonal communication skill both written and verbal to assist in dealing 
with sometimes difficult and emotional situations involving students, parents and staff.

• Superior organisational skills and ability to multi-task in a fast paced and often challenging 
environment which will require the investment of time both during and after school hours.

• Ability to build productive, highly effective and harmonious working relationships.

• Proven ability to problem solve, exercise initiative, research, investigate and make 
decisions.

• Ability to build highly effective teams.

• A well informed understanding of contemporary learning practices, research and 
pedagogy.

• An ability to mentor and inspire outstanding staff who are passionate about education.

• Ability to take on projects and follow through to completion and meet deadlines.
• Experience in maintaining data within Synergetic.

Qualifications

• VIT Registration
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TOORAK COLLEGE
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Position Description
Job Title: Hours of Work:
Secondary Teacher Per Contract

Faculty/Department: Remuneration Classification:
Senior School Per the Toorak College Enterprise

Agreement

Reports To
Head of Senior School, Deputy Principal and ultimately the Principal

Vision & Mission 
Vision
To develop aspiring young people with confidence and character.

Mission
To empower young people through academic and personal growth to thrive in their future.

Values
Empower
Take initiative and risks in the delivery of role and responsibilities. Consistently question and 
evolve practice through reflection, feedback and professional learning.

Academic Growth
Strive for continuous professional improvement through an external lens using data to inform 
and improve practice and take responsibility for own growth.

Personal Growth
Broaden experiences, acknowledge strengths and weaknesses and actively embrace growth 
opportunities every day.

Thrive
Invest in passions and approach the future with optimism, collaborating and learning with 
staff and students across the School.

Child Safety
All staff at Toorak College are expected to take an active role and are well informed of their 
obligations in relation to Child Safety. The Toorak College Commitment to Child Safety 
Statement is incorporated in the Toorak College staff employment cycle from recruitment and 
reference checking to induction, 3 and 6 month probationary review processes and regular
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staff training and professional development. Employment with Toorak College is subject to 
school policies including the Child Safety Policy and Code of Conduct.

Toorak College Statement of Commitment to Child Safety:

Toorak College is committed to providing and promoting a child safe and child friendly 
environment which protects children from abuse. Toorak College has zero tolerance for child 
abuse and has developed policies and procedures to:

• Empower children to actively express their views and encourage staff to listen and act upon 
any concerns raised by children in line with the School’s policies and procedures.

• Provide an environment that is committed to promoting the physical, emotional and 
cultural safety for all children.

• Explain acceptable and unacceptable behaviour to staff, volunteers and children.
Child protection is a shared responsibility between Toorak College, all employees, contractors, 
volunteers, associates and members of the School community.

Toorak College supports and respects all children, young people, staff and parents. We are 
committed to the continual development of inclusive practices.

Organisational Environment
Toorak College is an Independent Day and Boarding School for girls Years 5 to 12 and Co
educational Pre School to Year 4. The School is committed to providing a supportive and 
stimulating environment in which all students are able to develop fully their personal, social 
and academic potential. Toorak College is located on the Mornington Peninsula in Mount 
Eliza, approximately 40km south of the Melbourne CBD and is well serviced by public 
transport in the form of buses and a major metropolitan rail connection to nearby Frankston.

Philosophy
All employees at Toorak College are expected to be:

• Supportive of the Philosophy of the School

• Active in promoting and modelling Christian values

• Contributors to a caring and supportive community
• Focused on the needs of the school’s clients

• Facilitators of positive and productive community relationships

• Active participants in the professional learning community
• Focused on developing a culture of excellence
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• Committed to supporting the holistic education of student

• Continuously improving their skills and knowledge base

Policies
It is a condition of employment that all employees make themselves aware of and comply with 
all policies and practices of Toorak College. The School’s policies are available on iVE, the 
School’s Intranet and may vary from time to time.

Position Objectives

A Secondary Teacher at Toorak College is primarily responsible for establishing learning 
contexts that enable all students to achieve their full potential - academically, emotionally, 
physically and socially. They set explicit, challenging and achievable goals for all students. 
Secondary Teachers are also responsible for the planning and delivery of classroom teaching, 
using a variety of flexible learning strategies, facilities and resources to ensure the best possible 
outcomes for all students.

Key Accountabilities

Teaching Practice

A Secondary Teacher at Toorak College is expected to:

• Work in a dynamic educational environment and are expected to be resourceful, flexible 
and adaptive to the learning needs of students.

• Be a highly skilled professional who uses the knowledge and data of individual students to 
apply appropriate strategies to help them achieve success and understand that the primary 
role of the teacher is to facilitate student learning.

• Be a reflective practitioner who seeks continual improvement in their practice.

• Be a life-long learner who enjoys working with young people and has an enthusiasm about 
working with individual students. Holds the belief that education is important and 
approaches work with passion, confidence and energy.

• Work in teams and participate positively as a member and with other related subject 
teachers to maintain a focus upon professional learning and a dialogue on student 
progress. They also work under the direction of the Head of Faculty who has the 
responsibility for managing curriculum.

• Develop teaching programs which draw upon research and collegial advice about how 
students learn.

• Possess up-to-date subject expertise and have well-developed skills in creating effective 
and engaging learning contexts and are confident users of technology.

• Work in a technology-rich environment including a laptop computer program supported 
by high-quality online learning platform.
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• Be confident and proactive in their integration of existing and emerging technologies into 
teaching practice and student learning.

Classroom Activities and Learning Contexts:

A Toorak College Secondary Teacher develops and manages the learning of students from
lesson planning to assessment and reporting including:

• Working with students to help them achieve success in the context of the School’s belief in 
a contemporary, student-centred curriculum which develops problem solving, critical and 
creative thinking skills using a variety of strategies.

• Encouraging, challenging and inspiring students through the creation of interesting, 
appropriate and thoughtful lessons.

• Applying fair and consistent approaches to students, establishing classrooms where 
students are encouraged to work with the teacher, ask questions, seek help and receive 
regular and timely positive feedback.

• Provision of opportunities to develop understanding and respect for Aboriginal and Torres 
Strait Islander histories, cultures and languages.

• Provision of opportunities to work with international students from a variety of different 
cultures.

• Preparing quality learning and assessment resources within the context of the established 
curriculum under the guidance of Heads of Faculty, in partnership with other teachers.

• Being sensitive to the needs of individual students in their classes and able to understand 
and cater for individual differences.

• Integrating technology into learning and modelling the effective and responsible use of 
technology in the learning process for students.

• Providing support, advice and expertise to students of diverse abilities, backgrounds and 
cultures and implementing appropriate strategies and learning programs.

• Adopting a range of assessment strategies as outlined in the Toorak College Assessment 
and Course Progression Policy and maintaining accurate and ongoing records of student 
progress. Reporting student learning outcomes respectfully, timely, accurately and in 
detail, in written form and via telephone conversations and/or parent-teacher interviews.

• Teaching at a variety of levels and subjects according to the needs of the students and the 
School.

• Using student assessment data and achievement feedback to evaluate and direct teaching 
and learning planning.

• Communicating unsatisfactory academic performance of a student to the HOF, HOY and 
Director of International Education & Boarding (if applicable).
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• Providing for relevant opportunities for parents/carers/guardians to be involved in their 
child’s learning.

• Utilising and maintaining the School’s online learning management tool.
Pastoral Care

• Communicate and collaborate effectively with students, staff and parents in fulfilling the 
pastoral care support of the whole student and their family.

• Apply the priorities of personalised learning, excellence in teaching and learning and a 
whole school community approach to the pastoral care support of students and their 
families.

• Inform the relevant Head of Year about any students that are requiring specific attention 
to social, emotional and/or learning needs and the monitoring of them.

• Take care of students in a way which reflects the School’s philosophy and values and be 
the first point of contact in matters of pastoral care.

• Be sensitive to students experiencing personal, social or organisational problems.

• Meet all duty of care responsibilities, report concerns and act in line with the School’s 
policies in this regard.

Other duties

• Contribute to the maintenance of a healthy work and learning environment that is 
respectful, safe and supportive of all students and the whole school community.

• Advocate for and protect the rights and safety of children and young people.

• Any other duties as requested by the Principal.

Occupational Health & Safety

• Be familiar with emergency and evacuation procedures.

• Observe safe work practices in accordance with the School’s Policies and Procedures.
• Identify and report hazards or potential hazards to the Property Manager.

• Provide a safe environment for students.
• Liaise with Health Services as required.

Professional Development
Attend professional development activities when required and proactively seek relevant,
innovative and effective professional development opportunities.

Secondary Teacher March 2019 Page 5 of 6
Signed by Employee Date



Mount Lli/j

Key Functional Relationships
A Secondary Teacher at Toorak College will work closely with the following:

• Head of Senior School
• Heads of Year

• Heads of Faculty
• School Staff in particular within their subject area

• Students

• Parents

Skills Required

• A strong commitment to excellence in education and a proven capacity for innovative, 
flexible and research-based teaching practice.

• An ability to teach across a range of year levels and abilities.

• A passion for helping students reach their full potential as a learner and an individual.

• Knowledge of Mandatory Reporting and Child Protection laws.
• Demonstrated growth mindset and a desire to continually improve teaching practice.

• A dedicated work ethic demonstrating initiative, enthusiasm and quality outcomes.

• Authentic and strong personal presence with a natural capacity to build trust and rapport 
with teaching colleagues and students.

• Demonstrate outstanding professional presentation, manner and attitude.

• Possess a positive approach to working flexible hours in the pursuit of best possible 
outcomes for all students.

Qualifications

• VIT Registration.

• Network and association memberships (desirable).

Secondary Teacher March 2019 Page 6 of 6
Signed by Employee Date


