
 
 

ROLE DESCRIPTION 
 

 

1. POSITION IDENTIFICATION 
 

SECTION : Teaching 

POSITION : HEAD OF HOUSE- Secondary 

 
 

2. POSITION RELATIONSHIPS 
 

Responsible to:   
 
 
 
 
 
                                                                                                                                   

 
 

 
 
 

 

 

 

 

 
 
3. PURPOSE OF THE POSITION:  

The Head of House is responsible for the wellbeing and academic overview of their respective House 
Group. They see each student as an individual coming with a unique set of circumstances. Heads of 
House meet each student where they are at and work with the Deputy Principal Pastoral Care and the 
Student Services team to ensure that students feel safe, secure, have a true sense of belonging at St 
Mary’s College and are given every opportunity at our disposal to assist them to reach their potential 
as a whole person. This includes spiritually, academically, social-emotionally, culturally and across co-
curricular opportunities.The Head of House is a dynamic leader who motivates staff and students, has 
good organisational skills, can communicate effectively and possesses the creative aptitude necessary 
to bring life and spirit to the College. 
   
Each Head of House is responsible for appoximately 70 students from Year 7-12. It is expected that 
each student is known by their Head of House and guided through their school experience. This 
includes ensuring there is a deep connection with the charism of each House, that students from 
across Year levels know each other and feel a genuine sense of care for one another. In the middle 
years this requires assisting with transition, developing appropriate social skills, pastoral care 
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programs, assisting with friendship groups, understanding our College expectations through a PBIS 
trauma informed lens, assisting students to achieve academically, and advocating for students when 
necessary. In the senior years the above will continue to be a focus but with more focus on study skills, 
academic tracking, course counselling, key events that build great memories and belonging and 
transitioning to post-school life. 
  
Heads of House possess the necessary confidence to delegate where appropriate and to empower 
others to respond effectively to situations concerning students under their care, especially classroom 
teachers and Homeroom teachers. 
  
The Heads of House will be knowledgeable in current educational trends and pedagogy, tracking and 
monitoring academic performance of students and assisting with study skills and organisation where 
necessary. 
 
The Heads of House assists in implementing the College philosophy and modeling and supporting the 
goals of the College Mission and Strategic Plan.  It is an expectation that the Head of House will support 
the vision and goals of the College as a learning community and participate in ongoing professional 
development and learning in keeping with CEWA expectations. 
 
 
4. CORE RESPONSIBILITIES:  
 
 

Spirit 
This involves the development of a House identity, charism and pride amongst the students and staff 
belonging to the House group through maximum participation in all facets of College life.  
Examples of activities promoting spirit: 

• Holds regular House group assemblies  

• Organise/facilitate House group activities 

• Develop student leadership 

• Active participation in all College events 

• Holding House Masses and Liturgies 

• Ensuring Homeroom prayer takes place 

• Teaching Jesus of the Gospel through the charism of each House and promoting Catholic 
Identity of the Secondary Campus through the charism of each House 

 
Tone 
Using the PBIS framework through a trauma informed lens the Head of House works with students to 
develop and maintain acceptable standards in relation to behaviour, punctuality and general 
interpretation of College expectations.  Its focus is enabling students and staff to operate as a 
community which shows due respect for self, others and property.  The Head of House is pivotal in 
the communication of such information and the monitoring of adherence to the set expectations 
through the promotion of the Colleges’ core values and the College PBIS approach. 
 
Examples: 

• Communicating of expectations about uniform. 

• Ensuring students are aware of their responsibilities in relation to punctuality. 

• Making students aware of expectations in regard to welcoming visitors and new members of 
the community to the College. 

• Providing a forum for staff feedback to the Leadership Team in regard to issues of concern or 
where issues need clarification. 

• Working with students to ensure that they are aware of the appropriate forums through which 
to share their voice on school matters. 



• Working with new students on making the transition to St Mary’s in consultation with the CTO 
  
Procedures 
This involves responsibility for seeing that appropriate procedural detail is attended to in a correct 
and punctual fashion.  This relates to staff and student roles within the House group and has 
implications for some aspects of duty of care for staff and students. 
 

Examples: 

• Ensuring staff are on duty. 
• Monitoring the use of Homeroom time and Homeroom/House Gatherings. 

• Supporting Homeroom teachers in carrying out their duties and providing opportunities for 
Pastoral issues to be resolved. 

• Recording and monitoring certificates of merit on using the student behaviour data base on 
SEQTA. Monitoring, checking and running the student behaviour data base on SEQTA to 
monitor when trends emerge. 

• Ensuring absentee procedures are carried out correctly. 
• Assuming a leadership role in implementing the Evacuation Policy - as stated in the policy. 
 
  
Pastoral 
This involves the general welbeing and sense of belonging of each individual student in the House 
group. It requires effective communication, documentation and follow-up.  It is about empowering 
students to overcome their own problems—not building up a dependency on others and creating a 
positive school experience in support of the College PBIS approach and the House Charism. 
 

Examples: 

 

• Providing individual advice and guidance for students in consultation with Homeroom 
teachers. 

• Being available to students and parents who need a ‘listening ear’. 

• Becoming aware of students in their House groups who are in need of particular or on-going 
support. 

• Ensuring that accurate and up-to-date profiles are kept on students  

• Working with Homeroom teachers to devise pro-active ways of avoiding problems. 

• Providing assistance to new staff and ensuring that support procedures are in place and are 
followed through. 

• Inducting new staff members into their House group. 

• Vetting end of term reports in their House Group, making a list of students at risk and 
coaching/counselling them using study plans and study strategies. 

• Assisting in taking Homerooms when a teacher is absent, unavailable, or needing to attend to 
a pastoral/discipline issue. 

• Helping with the transition of new students to the College. 

• Devising ways of providing special help for isolated students. 

• Having a demonstrated understanding of the unique challenges facing Aboriginal and Torres 
Strait Islander students and working with the College resources to assist and support students 

• Referring serious or sensitive matters to the Deputy Principal Pastoral Care 

• Promoting positive affirmation of student achievement/progress. 

• Referring students to the social worker, psychologist or Community Engagement Officer , in a 
case management approach through the Student Services team or to individuals as 
appropriate. 

• Communicating to staff on a needs basis through meetings, interviews or emails. Confidential 



information should be communicated by email or through SEQTA. 

• Keeping efficient records of student progress, pastoral issues and concerns via SEQTA and 
encouraging staff to do likewise. 

• Being available for parent interviews if needed by a Homeroom teacher and the relevant 
Deputy Principal. 
 
 

Discipline 
There are two main responsibilities regarding discipline. Firstly, there is a need to ensure that 
consistency is maintained between students as far as is possible and this is in keeping with key College 
expectations and the PBIS approach. Secondly, this part of the role empowers Heads of House to 
recommend certain disciplinary measures to teachers in their House group, or to apply them directly.  
In either case, key people must be made aware of what action has taken place.   
 

Examples: 

• Being available to discuss with teachers effective and appropriate disciplinary responses to 
inappropriate student behaviour. 

• Ensuring that, where possible, disciplinary measures are consequential - that is, they flow 
logically from the action which the student has chosen to take and work to change future 
behaviour.  We want to teach the behaviour we wish to see. 

• Consulting with  the Deputy Principal Pastoral Care when afterhours Community service may 
be appropriate. 

• Assisting teachers in deciding when it is appropriate to contact parents. 

• Monitoring the application of disciplinary measures to ensure a reasonable degree of 
consistency and in keeping with the PBIS approach. 

• Monitoring chronic absentees and recommending appropriate action. Working with the 
Community Engagement Officer to support plans and transitions back to school. 

• Monitoring students who frequently ignore uniform or jewellery guidelines and 
recommending appropriate action. 

• Advising on suitable ways of reducing the incidence of lateness to classes. 

• Addressing House assemblies on matters of general discipline and cooperation. 

• Arranging for Student Reviews to be circulated to gather data on students who are developing 
trends across learning areas. 

• Monitoring and recording those consistently not meeting uniform expectations and working 
with parents and students to address the issue. 
    

 
Specific Year group responsibilities 
 
Working with fellow Heads of House in a collaborative fashion to ensure the specific year group 
needs of students are met within the House system.  Examples of these include: 
 

• Student leadership 

• Year 7 transition and Camp 

• Year 10 Camp 

• Year 10 Course Counselling 

• Year 12 Ball 

• Year 12 Graduation 
 
Other responsibilities 

 

• Undertake any other duties as reasonably required by the Principal 


