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DIRECTOR OF THE JUNIOR SCHOOL (POR 4) 

Position Information Document 
Employment conditions are in accordance with the SA Catholic Schools Enterprise Agreement. 

MISSION AND VISION 

Our Mission  
A Catholic College educating girls in the Dominican tradition. 

Our Vision 
Inspired by the Gospel of Jesus Christ, we are a girls’ College committed to truth and compassion.  In the spirit 
of St Dominic, we contemplate the possibilities and honour the sacred dignity of each person through word 
and action.  We aspire to provide an innovative, rigorous and inclusive education that leads girls and young 
women to achieve excellence in their studies and confidence in their future. 

Governance 
Dominican Education Australia (DEA) is the governing authority of St Dominic’s Priory College (the College), an 
Independent Catholic School. A Board of Directors, established in 1987, governs the College which is 
incorporated under the Corporations Act 2001 (Cwlth). The Trustees of DEA and the College Board of Directors 
assures our Catholicity, fidelity to the Dominican charism, formation of Board members, excellence in teaching 
and learning and financial stability.  
 

Safeguarding Children and Young People 
The College is a Child Safe employer and committed to the welfare and protection of children and young 
people. In accordance with the National Catholic Safeguarding Standards, all employees are required to comply 
with the College’s relevant policies and procedures.  

Adhering to the Child Safety (Prohibited Persons) Act 2016 and the Children & Young People (Safety) Act 
2017, the College is committed to creating and maintaining a child safe environment. As an employee of the 
College, you will be required to: 

 Foster positive and safe cultures for children and young people. 

 Ensure children and young people know who to talk with if they are worried or are feeling unsafe, and that 
they are comfortable and encouraged to raise such issues. 

 Adopt strategies and act to prevent harm to children and young people. 

 Safeguard against a child at risk of harm. 

 Respond effectively if harm is suspected or confirmed. 

 Respect diversity in cultures whilst keeping children and young people safety paramount. 

 Attend education and training as required. 

 Be familiar with relevant College policies and procedures. 
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GENERAL ROLE DESCRIPTION 
The Director of the Junior School is a dynamic and empathetic leader who is integral to the success of the 
Junior School at St Dominic’s Priory College. Overseeing all matters relating to Early Years transition through 
to Year 6 sit within this role. Working with the College Deputy Principal, the Director of the Junior School will 
ensure that student wellbeing, parent relationships and Junior School events are all managed with excellence. 
Additionally, working with the Director of Teaching and Learning the Director of the Junior School will ensure 
a rigorous, innovative and inclusive curriculum is offered to Junior School students. Some teaching duties are 
involved.  

The role requires a person who is willing to support the College Principal in all matters relating to the Junior 
School as per the College Strategic Plan. Working collaboratively with key stakeholders and senior leaders in 
the College, the Director of the Junior School will ensure that all matters relating to students are managed with 
compassion, understanding, empathy and courage.  

KEY WORKING RELATIONSHIPS

 College Principal 
 Deputy Principal 
 Director of Teaching and Learning 
 The College Leadership Team 
 Junior School Curriculum Coordinator 
 Primary Inclusive Education Coordinator  

 Student Counsellor & International Student 
Coordinator 

 College Staff 
 Students 
 Parents/Families/Guardians

APPOINTMENT INFORMATION 
In accordance with the current Catholic Schools Enterprise Agreement (as replaced or superseded) the 
minimum tenure for this Band 2, Level 4 responsibility is 4 years. At St Dominic’s Priory College, the tenure of 
appointment to this position is for 4 years, (i.e., POR 4 role) with a minimum of 3 days per week release time 
and an allowance of $22,245.  

The person appointed to the position of Director of the Junior School will hold a teaching degree, a master’s 
degree and/or preferably are enrolled in other such equivalent post graduate studies.  

PERSON SPECIFICATION 

GENERAL RESPONSIBILTIES 

The person holding the position of Director of the Junior School at the College is expected to: 

 Have a capacity and a desire to actively contribute to the Catholic ethos of the College. 
 Have an understanding of girl’s education, how girls learn and how they engage with each other.  
 Be astutely aware of our Catholic identity and the Dominican heritage of the College, acting in accordance 

with our motto, Veritas – Truth.  
 Support the life of the College community through a commitment to the College Vision Statement and the 

Strategic Plan. 
 Accept responsibility for creating and maintaining an atmosphere of mutual respect among students and 

colleagues.  
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 A proven track record in teaching and be able to demonstrate an ability to lead the provision of a quality 

Teaching and Learning program. 
 A strong understanding of the curriculum as set out by ACARA. 
 Demonstrate a commitment to child safeguarding policies, procedures, guidelines and reporting.  
 Demonstrate an ability to exercise a strong pastoral role with students. 
 Demonstrate excellence in teaching.  
 Demonstrate the ability to work under pressure whilst maintaining a sense of perspective and humour.  
 Demonstrate effective communication skills with students, colleagues, parents and all members of the 

College and wider community.  
 Formally communicate news of celebrations and achievements relating to the learning area through 

platforms including the College Newsletter and Magazine.  
 Maintain accurate record keeping.  

 
The Director of the Junior School at the College is a person of the highest integrity who is willing to be a 
supportive leader enabling others to achieve success in their work.  Furthermore, they are a person who takes 
initiative, is creative and a problem solver.   
 
Personal characteristics include but are not limited to: 

 Generous, humble and student focussed. 
 Empathetic, patient and considered. 
 Enthusiastic. 
 Integrity, honesty and trustworthy. 
 Reflective, open and good humoured. 
 Approachable, accountable and confident. 
 Highly developed interpersonal skills. 
 Respectful of the College history, the Dominican ethos of Truth and the education of girls.  
 Clear communicator. 
 Ability to plan, organise and work independently. 
 Ability to communicate and negotiate with a variety of different people and organisations. 
 Ability to work as a team member to achieve best practice. 
 Respectful of the teachings of the Catholic Church and the Christian faith.  
 
In addition to the required POR duties listed below, the incumbent is required to undertake their teaching 
duties as allocated.  

KEY RESPONSIBILITIES  
The key areas of responsibility for the Director of the Junior School at the College are: 

 An integral Member of the College Leadership Team. 
 Pastoral Care and wellbeing 
 Administration. 
 Junior School Teaching and Learning 
 Junior School Activities and Enrichment Opportunities. 
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AN INTEGRAL MEMBER OF THE COLLEGE LEADERSHIP TEAM 

The Director of the Junior School is an integral member of the College Leadership Team who is responsible 
for leading Teaching and Education Support Officer staff in the Junior School.  
Staff in the Junior School are responsible for student’s pastoral care, wellbeing, academic progress and 
spiritual growth. With girl’s education in mind, the Director of the Junior School will provide an environment 
where all students grow to be confident learners embracing the values of the Gospel and our Dominican 
story. 
 
The Director of the Junior School will also represent the College at the South Australian Primary Principal’s 
Association (SAPPA) meetings and events and keep the College Principal informed by providing updates.   
 
The incumbent will plan and implement a program of professional learning within Junior School meetings 
that will be suitable for Junior School staff. Through participation in Leadership Meetings, the Director of the 
Junior School will bring Junior School perspectives to decision-making by the Leadership Team.  

PASTROL CARE AND WELLBEING 

All dealings regarding student pastoral care and wellbeing should be consistent with the College's Student 
Wellbeing Policy. For Transition – Year 6 students the Director of the Junior School is the next point of referral, 
after the home class teacher, for students experiencing difficulties or seeking counselling.  
Specifically, students must be supported to ensure that they become confident learners and contributors to 
the school community. This work includes: 

 Recognise the needs of the girl’s, socially, emotionally and spiritually. 
 Approaching all matters using the principles of restorative justice. 
 Actively participating and attending any relevant meetings especially directly relating to student wellbeing 

and child safeguarding. 
 Listening to students and their families without judgement. 
 Finding appropriate ways to work with students in the Junior School who may struggle to articulate thought, 

experience and feelings. 
 Liaising, consulting and responding with appropriate staff members as required when serious pastoral 

care/discipline matters arise. 
 Understanding matters relating to child safeguarding.  
 Working with the Student Counsellor and International Student Coordinator to maintain up to date 

wellbeing resources. 
 Keeping the Deputy Principal informed on all matters in the Junior School, including but not limited to 

students of concern regarding attendance, lateness, serious or frequent uniform breaches, behavioural, 
social/emotional or academic concerns or any other matters which should be brought to the attention of 
the College Leadership Team. 

ADMINISTRATION 

The Director of the Junior School is required to: 
 Follow up the daily attendance and lateness for class period and lessons. Report problems and follow-up 

with class teachers and students. 
 Liaise with the Director of Teaching & Learning to create report templates for the Junior School, set 

appropriate reporting timelines for teachers and later proofread all Junior School reports. 
 Document all matters using the College’s Learning Management System (currently SEQTA). 
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 Conduct Enrolment Interviews and College Tours during the day and on Saturdays for interested Junior 
School students. 

 Induct students who arrive during the year and ensure that the students are familiar with the College's 
facilities, practices, and procedures. 

 Inform the Deputy Principal and Enrolments Registrar regarding all matters relating to student arrivals and 
departures.  

 Work with the College Business Manager to develop budget submissions. 
 
JUNIOR SCHOOL – TEACHING AND LEARNING  
The Director of the Junior School is required to be astutely aware of contemporary teaching practices, 
programs and opportunities, in collaboration with the Junior School Curriculum Coordinator, for example: 
 Further develop a dynamic, rigorous, and engaging curriculum across the Junior School. 
 Be familiar with a range of programs including: 

o Crossways Religious Education Program 
o Early Years programs  
o InitialLit and MultiLit,  
o Seven Steps Writing Program 
o Maths and an understanding of Maths Pathways program 
o STEM. 

 Lead the development and implementation of authentic assessment. 
 Contribute to the development of all learning areas in the Junior School with a contemporary Catholic 

understanding.  
 Ensure that all units of work are developed and fully documented according to the ACARA 9.0. 
 Remain abreast of current research and pedagogy in Early Years Education and Primary Years. 
 Contribute to a contemporary and inclusive educational vision for the College.   
 
JUNIOR SCHOOL ACTIVITIES AND ENRICHMENT OPPORTUNITIES 

The Director of the Junior School is responsible for the organisation and/or oversight of Junior School Activities 
and Enrichment Opportunities.  These include but are not limited to: 
 Thursday evening Netball competition, (attendance to all games). 
 Fortnightly Junior School Assemblies. 
 End of year procedures, Move Up Days, Welcome Days, and Activity Days specific to each year level. 
 Other routines or activities when appropriate e.g. camps, retreat days, assist with organisation on Photo 

Day, NAPLAN testing, ReLat testing, Showcase Evenings, Year 6 Graduation, Twilight Assembly, and other 
such events. 

 Attendance at significant school events. 
 Collaboration with the Director of Faith & Mission, the local Parish and Class Teachers on Sacramental 

programs; Reconciliation, Confirmation, First Eucharist. 
 

Working in partnership with the Director of Faith & Mission and the Student Leadership Coordinator, the 
Director of the Junior School will ensure that school spirit, school assemblies and student engagement remain 
positive and inclusive. This work includes: 
 Providing support for the preparation and rehearsals of Whole School Gatherings, Masses and Liturgies. 
 Supporting student leadership initiatives, activities and events. 
 Providing supervision and support for other events, as required. 
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SPECIFIC REQUIREMENTS 
As per the College Teacher PID, the following mandatory requirements must be maintained: 

 Clearance to work in Catholic Education SA. 
 Current Teachers Registration with the Teachers Registration Board of SA. 
 Department of Human Services (DHS) valid Working with Children Check (WWCC) 
 Approved Responding to Risks of Harm, Abuse & Neglect – Education and Care (RRHAN-EC). 
 An up to date First Aid Certification (HLTAID010) 
 Teacher Accreditation in Catholic Education SA. 

WORK, HEALTH AND SAFETY (WHS) 
This role is deemed to be a Worker under the Work Health and Safety Act 2012 (SA). As a Worker, while at 
work, you, as the employee who is the subject of this Position Information Document 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, insofar as you are reasonably able to, with any reasonable instructions 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: Work Health and Safety Act 2012 (SA) ss 27 and 28. 


	MISSION AND VISION
	Our Mission
	Our Vision
	Governance
	Safeguarding Children and Young People
	GENERAL ROLE DESCRIPTION
	KEY WORKING RELATIONSHIPS
	APPOINTMENT INFORMATION
	PERSON SPECIFICATION
	KEY RESPONSIBILITIES
	SPECIFIC REQUIREMENTS
	WORK, HEALTH AND SAFETY (WHS)

