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Sydney Distance Education High School 
Roles and Responsibilities 2025 

Deputy Principals 
 

School Excellence Plan 
• Lead development and implementation of the School Excellence Plan annually 
• Lead ongoing review of the School Excellence Plan including completion of the Implementation and Progress Monitoring (IPM) each term and Annual Reflection 

Leading and managing responsibility for school community 
• Department of Education Deputy Principal Role Description Key accountabilities (attached): Leading teaching and learning; Developing self and others; Leading 

improvement, innovation and change; Leading the management of the school; Engaging and working with the community 
• Teaching and learning  

– Manage issues and respond to concerns raised by staff, supervisors, parents, caregivers and the broader school community 
– Collect work samples as required by NESA 

• Student leadership and wellbeing support 
– Promote and support student leadership opportunities 
– Support HTs Welfare, and attend Student Wellbeing, and Learning and Support Team meetings, as appropriate 
– Monitor students at risk programs, HSLO referrals, attendance and engagement 
– Manage exemption from attendance and exemption from enrolment processes  
– Manage exemption from mobile phone usage and exemption from elearning 
– Approve changes to home, school, learning hubs visits, and changes to “no group comms” 

• Student assessment and malpractice issues 
– DP (10): includes N Determination processes with HT Secondary Studies 
– DP (11-12): includes N Determination processes with HT Secondary Studies and Assessment Appeal Panels 

• NESA short notice inspection 
– Prepare documentation when required 

Executive Leadership 
• Lead DP executive teams including performance and development support and executive supervision 
• Lead annual review of roles and responsibilities documentation – Teachers and Head Teachers (DP 7-9), Faculty (DP 10), SASS (DP 11-12) 
• Mentor executive including leadership of executive induction programs within areas of faculty and team responsibility 
• Mentor relieving Deputy Principals 
• Lead EOI processes with faculties and teams 
• Convene selection panels, as appropriate 
• Support staff wellbeing  
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Deputy Principal (7-9) Deputy Principal (10) Deputy Principal (11-12) Deputy Principal 
Curriculum Delivery 

• Head Teachers: Faculty supervision 
- Life Skills (with Secondary Studies 

Years 7-9) 
- Mathematics 
- Science 

• Head Teachers: Educational Support 
supervision 
- Administration (Staffing and 

Properties) 
- Secondary Studies (Literacy and 

Numeracy Priorities & NAPLAN) 
- Teaching and Learning (Learning and 

Support with Library) 
- Welfare (Years 7-9) 

• Head Teachers: Faculty supervision 
- CAPA 
- History 
- VET (with Careers) 

• Head Teachers: Educational Support 
supervision 
- Administration (Enrolments) 
- Secondary Studies (Year 10) 
- Welfare (Year 10)  

• Head Teachers: Faculty supervision 
- English 
- Middle School 
- PDHPE 
- Social Sciences 

• Head Teachers: Educational Support 
supervision 
- Administration (Single course with 

events and accreditation support) 
- Secondary Studies (Years 11-12) 
- Welfare (Years 11-12) 

• Head Teachers: Faculty supervision 
- TAS 

• Head Teachers: Educational Support 
supervision 
- Secondary Studies (Technology: 

Systems and Support) 
- Teaching and Learning (Assessment 

and Reporting) 
- Teaching and Learning (Data 

Systems and Integration) 
- Teaching and Learning (elearning) 
- Teaching and Learning (Online 

Teaching) 
• Other supervision 

- SASS 

Teams 

• Senior Executive Team, Member 

• Executive, Member 
• School Self-Assessment and Evaluation Team, Member  
• Student Wellbeing Team, Member 

• Learning and Support Team, Member 

• Professional Learning Team, Member 
• Work, Health and Safety Team, Member 
• Finance Team, Member 

State, NESA and Department 

• Lead and support State, NESA and the Department’s educational reform agendas, policies and procedures 

Community 
• Respond to requests, suggestions and other issues 
• Complaints manager for student years of responsibility 
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School programs, policies, procedures and organisation 

Deputy Principal (7-9) Deputy Principal (10) Deputy Principal (11-12) 
Deputy Principal 

Curriculum Delivery 

• Lead and manage school staffing 
including casual staffing, staff leave, 
variations to routine, temporary teacher 
engagements, term staffing audits, 
faculty staffing summary, staffing for 
curriculum support and monitoring of 
unfilled vacancies 

• Supervise court order processes 
• Coordinate management of issues 

relating to staff and student safety 
outside school grounds 

• Approve field service visit budget and 
travel claims 

• Liaise with Plunkett Street Primary 
School 

• Supervise Stage 4 to Stage 5 rollover 
process 

 

• Lead and manage the implementation of 
the SDEHS Launchpad Program 

• Lead and manage the learning hubs 
• Manage and coordinate updates to the 

School Planning and Reporting Online 
(SPaRO) tool 

• Lead development of School Excellence 
Plan and Annual Report publication 

• Distribute NESA online publications to 
staff 

• Review annual enrolment 
documentation in consultation with 
appropriate executive and senior 
executive 

• Supervise Stage 5 to Stage 6 course 
selection and rollover processes, 
including course selection booklets 

• Lead and manage performance and 
development processes 

• Lead and manage the New and Beginning 
Teacher Induction programs 

• Lead and manage accreditation 
processes  

• Lead Student Wellbeing Policy and 
Student Attendance Review Procedures 
implementation and refinements 

• Lead the implementation of the School 
Behaviour Support Management Plan 
and the Anti-bullying Plan 

• Lead and manage Aboriginal education 
programs 

• Organise and manage annual staff 
meeting program 

• Oversight of virtual assemblies 
• Oversight of staff wellbeing initiatives 
• Lead implementation of High Potential 

and Gifted Education (HPGE) 
• Supervise school counsellor(s) 

• Lead and manage elearning and online 
teaching 

• Lead the school’s transition from the 
Moodle Learning Management System 
(LMS) to the Canvas LMS 

• Lead Professional Learning Team, 
including School Development Days, 
professional learning opportunities, 
mandatory training, staff completion of 
digital PDPs and approval of professional 
learning applications 

• Lead Connected Teaching and Learning 
Team, including leadership of 4 teams: 
elearning, online teaching, technology: 
systems and support, and data systems 
and integration 

• Manage school publications including 
newsletters and school calendar 

• Oversight of current school database 
• Review school policies and procedures, 

recommend updates to senior executive 
where appropriate and lead 
documentation for Department annual 
review of school policies and procedures 

• Monitor school, faculty and team 
involvement in distance education 
collegial networks 
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