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Position Title:  Head of Learning Diversity 
 
 

The Role 
 

Reporting to the Deputy Principal, Learning and Teaching, the Head of Learning Diversity leads a 
team responsible for identifying, developing and supporting students with disabilities in line with the 
Disability Discrimination Act and Standards for education.  The Head of Learning Diversity works 
between all stakeholders in the college to ensure the values of inclusive education are maintained 
and students are treated with equity to ensure they can access education and participate at the 
same level as their peers. They ensure the requirements of the National Consistent Collection of 
Data for students with Disabilities is completed in a timely, accurate and evidenced-based manner.  
 

Responsibilities and Accountabilities 
 

The following list should not be seen as limiting and aims to provide an overview of the key areas of 
responsibility: 
 

Responsibilities to Students 
 

• To assess the needs of the students in the College who have specific learning requirements 
and to encourage and assist with the modification of programs and adjustments to 
environments, conditions, teaching pedagogy, classwork and assessments to give these 
students the opportunity to achieve measurable progress and success. 

• To apply neurodiverse practices and implement the ideals of positive psychology. 
To use people first, and people centered language and advance staff culture and practice 
towards neuroaffirming, people first language and practice with a focus on strengths and 
abilities. 

• To develop and manage the support resources and the timetable for the Learning Support 
Officers who work in classes with these students, in consultation with appropriate staff 
members. 

• To manage the withdrawal of students and to facilitate individual student evidence-based 
intervention programs. 

• To manage and oversee the implementation, curriculum and progress monitoring of evidence-
based intervention programs.  

• To provide support to teachers for the reporting of students with disabilities progress to 
parents and relevant staff. 

• To support curriculum leaders and subject teams in the provision of differentiated learning 
including modified assessments and in class adjustments for students with learning difficulties 
and disabilities. 

• To assist with the transition beyond secondary school of students who have individual 
pathway requirements with the intention of empowering them to be independent and able 
to advocate for themselves. 

• To ensure the department is operating in compliance with Federal and State regulations. 



• To manage the collection of evidence, documentation, moderation and quality assurance for 
the National Consistent Collection of Data (NCCD) for students with disabilities according to 
the DOBCEL Key Activities and Timeframes Document. 

• Take responsibility for therapy and equipment applications and exam special provision 
applications at VCE.  

• Co-ordinate visits of external professionals, including Occupational Therapists and Speech 
Therapists as required as per the NDIS therapy requests documentation and guidelines.  

• Complete ongoing screening and assessment, monitoring of intervention and referrals to 
external professional agencies for diagnosis for students with identified difficulties.  

• Successfully promote and create a culture of continuous improvement in the delivery of 
Personal Learning Programs, Program Support Group meetings and staff professional 
development.  

• Undertake data collection and data analysis on student development, with a particular focus 
on adding value of the Personal Learning Programs and helping inform teachers of student 
progression.  

• Liase with the DOBCEL visiting teacher to support students with sensory requirements such 
as hearing loss.  

• Identify, develop, co-ordinate and support programs catering for exceptional and gifted 
students, including facilitating extension projects and opportunities such as Tournament of 
the Minds and Energy Breakthrough Robots Challenge. 

• Provide supervision to students in the Learning Diversity Spaces (Q16 and MC30) at recess 
and lunch through either direct or timetable arrangements with Learning Diversity staff. 

• Collect, identify and support the transition of students with disabilities in Grade 6 to 
successful start into Year 7 through the collection of information from enrolment forms, 
Primary school visits and facilitation of extra school transition visits.  

• Manage the ongoing development of Personal Learning Plans by creating and updating these 
on a yearly or as needs basis, uploading and maintaining evidence of student disability and 
functional needs to student notes. 

• Facilitate regular check-ins with students, balancing their care and functional need with 
wellbeing and House Leader team.  

• Support students with VCE SAC Special Provisions applications and SEAs applications and 
supervision of special arrangements when required.  

• Work with the Admissions Manager and Principal at times of enrolment of student with 
complex learning profiles, including students where English is an additional language.  

• To manage the purchasing and upkeep of resources and facilities in Q16 and MC30, 
alongside student education and access tools such as wobble chairs, fidget tools, educational 
games and social emotional resources such as ear loops and reflective journals.  

• To record and maintain records of student, parent and staff conversations, emails and phone 
calls in student notes in a secure and professional manner.  

• Monitor and support teachers, in association with House Leader team with students 
demonstrating difficult behaviour to support them in the creation of attendance and 
behaviour Support Plans and Safety Plans.  

• To organise and facilitate the Program Support Group meeting appointments via a schedule 
in association with administration. 

• To facilitate WRAP meetings with key professionals, teachers and wellbeing in complex 
student learning, disability or attendance to support ongoing student monitoring of learning. 

• To record the outcomes of Program Support Group meetings and manage the production of 
meeting minutes. 

 
 
 
 
 



Responsibilities to Staff 
 

• To manage the daily responsibilities of the Learning Support Officers and to support them in 
their work with students, including the afterschool tutoring program.  

• To manage and oversee the daily responsibilities of the Assistant to the Head of Learning 
Diversity and support them in their work with students.  

• To manage and oversee the work of the Administrative Assistant to the Learning Diversity 
team. 

• To liaise with the Deputy Principal: Learning and Teaching, Directors and Learning Area 
Facilitators regarding the support of staff through information and professional learning to 
develop teaching and learning strategies for students with learning difficulties and disabilities. 

• To liaise with the Wellbeing staff to ensure that the needs of particular students are 
comprehensively assessed and addressed. 

• To attend meetings and contribute to discussions in the Teaching and Learning team.  

• To encourage the training of the Learning Diversity team members to upskill, particularly to 
manage the implementation of the Sounds Write, MacqLit, Cars and STARs and Corrective 
Mathematics intervention programs. 

• To oversee the outsourcing of intervention programs in social emotional development and 
speech therapy and manage the invoicing and budgeting of these programs.  

• To provide advice regarding class formation and the allocation of particular students to classes 
for the following year. 

• Oversee the access and submission process of student referrals in ROSAE, and submitting 
referrals as the Principal’s Representative.  

• Liase with the Director of Learning and Teaching to implement the Personal Learning Plan 
cycle, including proof reading of personal learning plans, goals and evaluations with support 
from the Learning Diversity team.  

• Liase with House Leaders, Wellbeing and School nurse to ensure wholistic care is provided to 
students.  

• Liase with the coordinator of Flourish Program to support students to improve student habits.  

• Provide dynamic, academic leadership, guidance and assistance to the staff in the 
implementation of Personal Learning Programs, including support teachers in the 
development of SMART Goals, adjustments, monitoring of adjustments and evaluations.  

• Attend Parent Information evenings (and other relevant forums) to promote Learning 
Diversity services.  

• Attend staff meetings and other team planning meetings as necessary.  

• Assist in providing resources for teachers regarding suitable programs, resources and 
materials to support individual students. 

• Lead Program Support Group meetings. 

• Lead Learning Diversity Team Annual Review Meetings, goal setting through to the reflection 
of work practices.  

• To work with the Business Manager to complete NCCD enumeration. 

• To prepare for and action auditing requirements of the NCCD. 

• To keep the Principal up to date with NCCD Funding submission processes. 

• Support the Principal and Human Resources Officer in instances of staff misconduct as 
required and as per school processes.  

• To oversee the completion of NCCD Modules Training for all staff every two years and 
maintain these records. 



• To provide induction and mentoring support to new teachers in areas specific to teaching 
students with diverse learning requirements, the maintaining of evidence of adjustments 
and record keeping in SIMON.  

• To assist teachers in the identification of students in need of Personal Learning Programs. 

• To maintain a database of those students on Personal Learning Programs and ensure that 
Student Notes on SIMON remain current. 

• To liaise with Careers Coordinator and other agencies in developing suitable programs for 
students with special needs. 

• Facilitate NCCD Team meetings and manage the development and upkeep of the NCCD 
submission summary sheet. 

• Manage the NCCD reflection survey. 

• Manage the NCCD warnings and provide explanations in association with the Principal.  

• To liase with the Education Officer: Northern Zone to ensure NCCD quality Assurance and 
monitor the process of student referrals and diagnosis.  

• Attend DOBCEL Northern Zone Learning Diversity Meetings.  

• To be aware and make relevant staff aware of DOBCEL Guidelines and Policies.  
 

Management of Student Assessment  

• Co-ordinate the assessment of students who may require additional services with an 
appropriate professional, including parent consent to screening and through to formal 
referral.  

• Oversee the screening assessment of students identified to be experiencing difficulty with 
their learning.  

• Monitor and co-sign screening assessment reports and conduct all parent meetings after 
Academic Screening Assessment Reports are completed.  

• Oversee in conjunction with the Director of Learning and Teaching the administration of 
standardised assessments to ensure accurate data informs evidence-based interventions, 
including the allocation of special provisions for students completing NAPLAN. 

• Have an expert ability to read and interpret Professional Reports to inform Personal Learning 
Plans.  

• Liaise with professionals to ensure assessment and diagnosis is completed in a timely 
manner.   

• Liase with Occupational Therapists to organise handwriting and fine motor skills 
assessments to enable special provisions applications evidence for VCE.  

• Provide letters of evidence of functional impact of difficulties or screening documents as 
requested by external professionals such as Paediatricians or Child Youth Mental Health 
Professionals.  

 

Qualifications and Relevant Experience 
 

• Appropriate inclusive education qualifications, suitable experience and a background 
relevant to the role, or a willingness to undertake further study to gain appropriate 
qualifications. 

• Experience in developing Personalised Learning Plans, implementing adjusted curriculum, 
SMART goals and monitoring for students with specific learning needs. 

• Experience in support student wellbeing, mental health expertise and crisis management. 

• Understanding of issues specific to the provision of Personal Learning Programs. 

• A capacity to develop innovative initiatives that enhance educational outcomes for students 
who require special arrangements. 

• A capacity to develop and streamline the processes for the collection of evidence for the 
NCCD.  

• An ability to develop a collaborative approach within the Learning Diversity Team. 

• Knowledge of/or interest in contemporary educational issues. 

• An ability to lead a team. 



 

Balance of Functions  
 

The incumbent must be willing to work outside of normal working hours and be involved in the 
School’s co-curricular program. 
 

General Duties 

Other duties as directed by the Principal. 

CONDITIONS OF POSITION 

Attributes 
 

• Ability to demonstrate a commitment to the Catholic ethos and values of the school 

• Alignment with the VIT and AITSL Standards. 

• Ability to demonstrate a commitment to the College vision. 

• Ability to support the College in achieving the goals outlined in the SIF. 

• Ability to be approachable and to be able to liaise with fellow staff, students and parents. 

• Ability to encourage good relations with the public and community. 

• Ability to encourage a team approach to communication with the aim of providing the 
maximum level of communication between staff, students and parents. 

• Ability to provide effective communication through formal channels at all levels. 

• Ability to prioritise tasks and work in a harmonious and efficient manner. 

• Interest in expanding and increasing knowledge in relation to current position. 

• The Head of Learning Diversity represents the College and as such shall be professionally and 
neatly presented. 

 

Commitment to Child Safety 

• Experience working with children. 

• A demonstrated understanding of child safety. 

• A demonstrated understanding of appropriate behaviours when engaging with children. 

• Be a suitable person to engage in child-connected work. 

• Must hold or be willing to acquire a Working with Children Check card and must be willing to  
      undergo a National Police Record Check. 

• Current Victorian Driver’s licence. 

• Current First Aid. 
 

Occupational Health & Safety 
 

Employees must endorse the following principles of safe work practice: 

• To co-operate with measures introduced in the interest of occupational health and safety. 

• To undertake any training provided in relation to occupational health and safety. 

• To correctly use any information, training personal protective equipment and safety 
equipment provided. 

 

Requirements of the Position 

Essential: 

• VIT registration with teaching qualifications. 

• Compliance with Workplace Health and Safety (WHS) Policy. 

• Agreement in writing to abide by the Mercy Code of Conduct. 
 



The College reserves the right to alter roles and responsibilities to suit the leadership and 
management requirements at any point in time. 
 

Professional Review 
 

This Position Description is intended as a framework for professional review. 
 

Conduct 
 

The Head of Learning Diversity represents the College and as such shall be neatly presented at all 
times and will undertake their duties in a professional and courteous manner. 
 

All interaction with the College community and suppliers will be conducted in a professional manner 
reflecting the ethos of the College. 
 
 
 

 
 
 

 

 

 
 
 
 


