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POSITION DESCRIPTION & DUTY STATEMENT 

 

POSITION TITLE: Teacher - Secondary 

EMPLOYMENT TYPE: Full Time 

REPORTS TO: Deputy Principal – Curriculum  

CLASSIFICATION: Teachers Salary - Step 1 – 10 

DATE LAST REVIEWED: August 2022 

ACCREDITATION LEVEL: Accreditation to Teach in Catholic Education (Schools) 

APPROVED BY: Principal, St Mary’s College  
 
OUR MISSION 

St Mary’s College is a Catholic school situated in Broome that provides education from   K-
12 for parents who desire a Catholic education for their children. The College caters for the 
diverse educational, spiritual, and cultural needs of its students by promoting self-esteem 
and initiative. It offers them skills to take their place confidently in society while living 
according to Christian values. 

 

OUR CORE VALUES 

Courage: Upholding the Faith and all Christian values and being true to ourselves. 

Love: Understanding differences with compassion and humility; accepting what 
has happened and being able to move on with unconditional forgiveness. 

Empathy: Listening, understanding, and communicating with others in the spirit of our 
college Motto – Listening Hearts. 

Acceptance: Appreciating each person and their story, valuing cultural differences, 
creating a safe, caring College and being inclusive of all. 

Resilience: Being self-motivated, understanding our strengths and challenges, always 
giving our best and persevering in the face of adversity. 

 

OUR MOTTO - Listening Hearts 

We have empathy for each person’s circumstances, hopes and dreams, and listen with our 
hearts to students, families, and staff. 
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PURPOSE OF THE POSITION:  

The primary role of the Teacher - Secondary is to facilitate the development and education 
of the whole child – spiritually, academically, physically, emotionally, culturally and socially. 
St Mary’s College is a trauma informed learning environment where each teacher is 
expected to act in a trauma informed manner, have high expectation relationships, embrace 
the positive behaviour Intervention & support framework as the College wide approach to 
behaviour management and to be culturally appropriate in engaging with families.  Each 
teacher is responsible for their classroom environment as well as working in collaboration 
with other staff to ensure that the educational needs of the whole child are met.  
 
Teachers assist in implementing the College philosophy and modeling and supporting the 
goals of the College Mission and Strategic Plan.  It is an expectation that classroom teachers 
support the vision and goals of the College as a learning community and to participate in 
ongoing professional development and learning 
 
CORE DUTIES AND RESPONSIBILITIES: 

• Classroom teachers should be familiar with all College customs and traditions and 
be able to explain these to their students.  

• Teachers should be alert and conscientious in enforcing College policy, particularly 
with regard to behaviour and general conduct of students, including the College 
Student Code of Conduct. 

• Teachers should insist on the compliance and discipline required and, when 
necessary, intervene and correct inappropriate behaviour to ensure students have 
correct behavioural standards. 

• Teachers should work to develop relationships with all their students.  At the same 
time, they should remember that they are in a position of authority and maintain 
appropriate boundaries. 

• Teachers should be aware of, and attentive to, the effect that their own approach to 
behaviour management may have upon other teachers with different personalities.  
As far as possible, no word or action of teachers should make behaviour 
management difficult for any other member of staff. 

• Teachers are to insist on proper titles when students are talking to or about them, 
i.e., Mr, Mrs, Miss, Ms.  They should not allow more familiar terms of address. Students 
do use teachers first names at St Mary’s College as this is culturally appropriate. 

• Teachers should be in classrooms in good time for the start of each period.  They 
should dismiss students promptly on the bell and see that they move quickly and 
quietly to the next period. 

• Teachers should be ready to commence the periods following the recesses 
promptly.  They should insist on the same punctuality from their students. 

• Teachers should not leave their class, even for a short time, except on very urgent 
business and then only after adequate supervision has been arranged. This is 
particularly important in the Science and Manual Arts areas. 

• Teachers should perform all yard/supervision duties faithfully and conscientiously.  
Teachers must arrange for a suitable substitute if they cannot be on duty when 
required.  If unable to arrange a substitute, they should inform the Deputy Principal 
Curriculum in sufficient time to allow him/her to make appropriate arrangements. 
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• Teachers should note absent students at the start of each period and follow through 

set absentee procedures, where appropriate using SEQTA and College policy. 

• Teachers must not leave any students in a classroom unsupervised, even outside of 
normal College hours. 

• While it is realised that illness may legitimately keep a teacher away from the 
College, a teacher should try to minimise the detriment to students by sending a 
schedule of work for the substitute teachers to cover during the absence.   

• Final approval for excursions must be given by the Deputy Principal - Curriculum.  
Such excursions must be documented in the normal manner of any extension of the 
academic program. 

• The quality of the immediate environment is an important factor in determining 
student response to learning opportunities.  A subject teacher should liaise with other 
users of GPLA’s to ensure that appropriate displays, notices, posters, etc., present to 
the students an interesting and stimulating working environment.  While this is easier 
to achieve in specialist classrooms, it is necessary for all teaching areas.  Teachers 
should keep a vigilant eye on the condition of the desks and walls of classrooms in 
which they teach so that any carelessness or vandalism on the part of the students 
may be promptly checked.  Any writing on walls, desks or other College property 
should be reported immediately to the Business Manager. 

• At the end of each period, teachers are responsible for seeing that lights are turned 
off, air conditioners are turned off and the room is locked, unless they are sure that 
the room will be occupied immediately by another class. Rooms should be left in a 
neat and tidy manner ready for the next class.  Laboratories, in particular, should be 
locked if no other teacher is coming immediately to conduct a lesson. 

• Teachers are expected to support the College uniform policy and see that all 
students are correctly dressed and groomed in their classrooms. This is everyone’s 
responsibility. 

• Teachers should not make any purchases on behalf of the College without the 
proper authorisation from the appropriate Head of Learning Area or Head of House. 

• Teachers should be moderate in their use of photocopied material. 

• Teachers should attend the Parent/Teacher/Student nights and other meetings of 
parents and teachers.  They should attend those College functions specified by the 
Principal. Teachers are encouraged to communicate regularly with Parents and 
ensure all SEQTA entries for assessment and programs are accessible to parents via 
SEQTA. 

• In regard to their professional duties and responsibilities, which cannot be dealt with 
at length here, teachers should regard themselves as members of a professional 
team, working collaboratively with all other members of staff. 

PROFESSIONAL GROWTH 
All St Mary’s College staff take part in the Professional Growth Program.  Subject and 
learning team teachers are personally responsible for keeping abreast of current 
developments in education and professional reading.  They should consult with the Deputy 
Principal - Curriculum regarding appropriate in-service/courses to maintain their level of 
expertise.  Through the Principal, teachers will be informed of curricula and organisational 
developments in the College, and they will co-operate when assigned with tasks that are 
broader-band than their particular teaching areas, such as examination preparation, 
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marking, cross-group testing, development of assessment structures and statements, 
attendance at consensus and moderation meetings, and similar other professional 
requirements. 
 
STAFF MEETINGS 
At regular, notified times throughout each term, the staff meet every Monday afternoon for 
Staff Briefing as a whole College community twice a term and on Thursday afternoons for 
secondary staff meetings and or Learning Area Meetings.  Staff meetings have priority over 
all other College activities.  Absence from these meeting for any reason should be 
negotiated with the Deputy Principal - Curriculum. 
 
Subject Teachers are expected to attend all Learning Area and House Meetings scheduled 
in the College Planner. 
 
SELECTION CRITERIA SKILLS AND EXPERIENCE REQUIREMENTS: 

Essential: 

• Have highly developed organisational and interpersonal skills. 

• Possess ability to be a proactive and collaborative member of a team. 

• Be prepared to participate in Co-curricular activities (Teaching). 

• Model and maintain the Catholic ethos and traditions of the College. 

• A warm, welcoming, and friendly disposition. 

• Maintain a high standard of confidentiality. 

Qualifications Required: 

• Relevant 4 Year Tertiary Qualifications 

• Current registration with Teachers Registration Board WA 

• Current Working with Children Check. 

• Nationally coordinated Criminal History Check. 

• COVID-19 Vaccination requirements 

Child Safe Framework: St Mary's College is committed to safeguarding and promoting 
the welfare of children and young people and expects all staff 
to share this commitment and adhere to, and comply with, the 
CECWA Child Safe Framework at all times. 

Code of Conduct: All staff at St Mary's College must adhere to the College Code 
of Conduct at all times (please see Staff Code of Conduct). 

Occupational Safety & Health: It is every employees responsibility to: 

• Promote a safe and healthy working environment that 
complies with OSH requirements. 

• Take a shared responsibility to ensure the safety and well-
being of self and others. 

• Utilise all protective equipment provided and as instructed. 

• Work in a safe manner while exercising due care and 
caution. 


