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Sydney Distance Education High School 
Roles and Responsibilities 2023 and 2024 Term 1 

Principals and Co Principal 
 

Principal Co Principal 

Strategic Improvement Plan 

• Lead development and implementation of the Strategic Improvement Plan (SIP) 

• Oversight of school resourcing for implementation of Department and school 
programs, including SIP 

• Oversight of SIP Implementation Progress Monitoring (IPM) with specific 
responsibility for Strategic Direction 3 and Annual Reflection 

 

Principal Co Principal 

Executive Leadership 

• Mentoring of relieving Deputy Principals 

• Executive support 
• Principal’s staff meeting reports (Principal in Weeks 2, 6 and 10. Co Principal in Weeks 4 and 8) 
• Principal’s virtual assembly reports (Principal: Terms 1 and 3, Co Principal Term 2) 

• Lead senior executive team including leading performance and development 
processes for senior executive 

• Oversight of school leadership structure including documentation of roles and 
responsibilities – Teachers and Head Teachers (DP 7-9), SASS (DP 11-12) 

• Review and distribute senior executive report for executive meeting 
• EOIs within faculties and teams 

• Support and oversight of teachers seeking higher levels of accreditation  

• EOIs within faculties and teams 
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Principal Co Principal 

Leading the management of the school: Department and school programs, policies, procedures and organisation 

• Department of Education 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, students, supervisors, parents, caregivers and the broader school community 

• Oversight of HSC monitoring processes 

• Approval of updates to school policies and procedures 
• Oversight of preparation for Department Policy Monitoring 
• Oversight of school staffing including staffing appointments, staff leave approvals, 

faculty staffing summary, staffing for flexible learning projects and monitoring of 
unfilled vacancies with DP (7-9) 

• Oversight of the school’s transition from the Moodle Learning Management System 
(LMS) to the Canvas LMS with DP (Curriculum Delivery) 

• Oversight of liaison with Plunkett Street Primary School with DP (7-9) 

• Oversight of Annual Report publication with DP (10) 
• Oversight of Work Health and Safety with HSR 

• Oversight of properties issues including maintenance and school refurbishment 
projects with HT Administration (Properties Manager) 

• Oversight of legal issues including GIPA requests and subpoenas 

• Oversight of secondary employment approvals 

• Approval of student enrolment applications 

• Completion of Principal certifications for Access Requests 
• Oversight of school finance including SAP approvals 

• Oversight of school publications including website, newsletter and school 
magazine/calendar 

• Convenor, Selection Panels 

• Student leadership and student wellbeing support 
– Support HTs Welfare and attend Student Wellbeing Team meetings  

– Promote and support student leadership opportunities 

– Monitor student at risk programs and risk assessments, HSLO referrals, 
attendance and engagement 

– Monitor student management issues 

– Approve changes to no home/school/hub visits 

– Oversight of exemption from attendance and exemption from enrolment 
processes  

– Oversight of learning hub programs, including meeting twice a term with students 
in learning hubs and communication of strengthened expectations for students 
and parents/carers 

– Oversight of the revised Student Behaviour Policy implementation 

– Oversight of school counselling program 

• Oversight of student assessment and malpractice issues 

• Oversight of virtual assemblies and online parent/carers forums 
• Oversight of staff wellbeing initiatives 
• Management of information and reporting process for COVID-19 
• Oversight of student focused initiatives SIP: Strategic Direction 3 
• Lead Learning Ecosystem Aboriginal Student and Families Connection project 
• Convenor, Selection Panels 
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Principal Co Principal 

Teams 

• Senior Executive Team, Leader 

• Executive Team, Leader 
• School Self-Assessment and Evaluation Team, Leader  
• Professional Learning Team, Member 
• Finance Team, Leader 

 

• Senior Executive Team, Member 

• Executive Team, Member 
• School Self-assessment and Evaluation Team, Member 
• Professional Learning Team, Member 
• Finance Team, Member 
• Student Wellbeing Team, Member 

 
Principal Co Principal 

State, NESA and Department 

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

• NESA Principal certifications for HSC 

• Oversight of preparation for NESA random inspections 

• NESA Principal certifications for ROSA 

• Validation of accreditation 
• Curriculum issues from students, parents/supervisors 
• Appeals against Assessment Review Panel decisions 

 

Principal Co Principal 

Community 

• Respond to requests, suggestions and other issues 
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Appendix 1 
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