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Director’s Note in regard to Western Cape College 2003 Executive Manual

Western Cape College was created to attack the horrific educational outcomes in Mapoon, Napranum and Aurukun and improve those at the Weipa Campus.

This, our second Executive Manual, supported by our Annual Operational Plan is the document driving our actions in 2003.

My reflection of 2002 is positively  tainted by 

· An awareness that a change focusing on individual accountability and performance to improve student outcomes has been embraced by most not all. 

· The issue of inputs rather then outputs have attracted by far most consideration and concern.

· Data collation and the reporting there of  needs significant improvement.

· Reliance has been developed on an artificial resource base, which has not delivered appropriate student outcomes.

· Many without authority or accountability for Western Cape College students have a vicarious relationship with the College and have not developed an appropriate relationship with the College leadership.

As a consequence the 2003 Executive Manual focuses on

· Consolidating Management to ensure  change is supported and sustained

· Focuses on everyone’s accountability for data collation and reporting 

· Implementing performance Review.

· Bringing formula and rationalisation into resourcing to focus on outputs within a systemic realistic framework.

· Providing clarity to everyone’s accountability to Support College agendas.

This document is for the management Team of Western Cape College. It is expected all staff and visiting employees of Education Queensland understand the reasoning and principles underpinning it and support its implementation

Principles of Western Cape College

 Western Cape College will apply the principle of merit.

Western Cape College leadership process will be used by all staff

 Western Cape College will pursue academic excellence for all.

 Western Cape College will value and support the cultural diversity of its students

 Western Cape College will provide a diversity of programs appropriate to needs of individuals

Western Cape College will support the core values of 

· Trust, 

· Courage

· Fairness

· Honesty

· Respect

· Love

 Western Cape College Cape believes all have the capacity for individual accountability.

 Western Cape College believes education is a partnership between parent, teacher and child.

Western Cape College Organisational Structure
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* Western Cape College Executive







An Overview

All Western Cape College staff have defined accountabilities and achievable goals set for the 2003 school year.

There are specific targets to address issues highlighted from review in 2002.

All staff have accountabilities extending beyond those listed specifically as part of their generic role.

 Specifically -Management Team members are to:

· Actively promote the Western Cape College within their own campus and community

· Use the Systems Leadership tools and implement the Systems Leadership Principles.

· Implement the W.C.C. staff supervision program.

· Address systemic targets and report against these targets.
· Demonstrate capacity to link resourcing to measured educational outcomes within a statewide comparative framework.
· Maximise attendance of all staff on Campus – term one.
Code of Conduct for Management Team Members:
Within Meetings members are encouraged to contribute without fear or favour but solidarity must exist following a decision.

As senior representatives of the College, Executives must be seen as ambassadors for the College.

Decisions of the Executive are to be supported by personalising the accountability for decisions.

Executive members practice and demonstrate the leadership principles, which the College has developed:

Team leader

Team member

Task assignment

Attention to symbolic behaviour

Use of the values continua in decision making.

Western Cape College

Achievable Goals

Achievable goals for the 2003 Western Cape College year are divided into the appropriate Management members’ accountability.

It is the accountability of Management Team members using the leadership modelling to develop an implementation plan to achieve the required outcomes.

It is the accountability of the team members concerned to break down the targeted requirements into individual accountabilities.

Having created individual accountabilities for staff, it is a requirement of the Management member that individual staff members develop their own implementation plans to complement the master plan.

These plans will form the base for Executive members’ performance and review of the staff concerned.

Management members are required to deliver their master plan and individual staff plans to achieve their achievable goals to the Director by the end of February 2003.

All Management members are to operate within their allocated budget and the College Operational Plan.

Western Cape College Director


Team Leader






College Director



Team Members





Western Cape College Executive
Accountable to:

Executive Director Cairns & Cape District



Achievable Goals;
· Implement data collection and reporting systems -by the end of term 1.

· Implement systems and principles allowing Management and Executive to effectively lead - ongoing.

· Implementation of Western Cape College staff supervision model- semester one.

· Strategically position W.C.C. as a Partner in Voc. Ed. And Training - ongoing

· Strategically position W.C.C. in regard to Hostel delivery - ongoing.

· Promote achievements of the Western Cape College- ongoing
· Develop career plans with leaders and associated succession planning- end of  term one
Specific targets to assist in realising these achievable goals may be set if required.
Accountable For:

·     Implementation of College Leadership Principles

·     Curriculum outcomes for all students attending Western Cape College 

·     Development and use of college property ensuring ongoing master planning to best address student needs

·     Integrity of College financial operations

·     Appropriate pastoral care and well being of all students attending Western Cape College 

·     Promoting Western Cape College to its parent body wider community and Education Queensland.

·     Strategic direction and future planning of Western Cape College
·     Positive promotion of the Western Cape College
Executive Team

College Director











Business & Finance Team



Accountable to:



College Director

Achievable Goals:



· An unqualified audit in Semester 1, 2003.

· Full development and implementation of policies for all financial matters -ongoing

· Develop and implement the W.C.C.  Facilities Management Systems. ongoing

· Develop, and staff with permanent employees, the W.C.C. administrative team. – semester one

· Provide financial reports to accountable officers on a monthly basis.- February 2003

· Generate an emergent issues fund, of $200,000.00. – December 2003

· A 10% equipment replacement schedule generated.- December 2003

· Decrease the cost of College vehicles by 20%- .Beginning Semester 2 2003
Specific targets to assist in realising these achievable goals may be set if required.
Team Leader Accountable For:

· Development and Implementation of College wide financial and student data systems

· The financial management of the College

· The development and maintenance of College property

· The development of planning and reporting documents including the Annual Report and A.O.P.

·     The management of student data/enrolments 

·     All funding submissions, vetting and acquittals

·     Performance of staff team 
·     Implementation of College Leadership Principles
·     Positive promotion of the Western Cape College
Senior Schooling Team

Accountable to:



Head of Weipa Campus

Achievable Goals:

· Collation and delivery of academic and attendance reports with full reports every term –end of term 1

· Students in the Senior school– 10  12 to achieve attendance above 95% reported each term.
· Rationalisation of subject offerings to cater for student diversity within formula staffing.
· Data reports for pre 2003, by February 28 2003
· Improved use of Teacher aide resource- ongoing
Specific targets to assist in realising these achievable goals may be set if required.
Team Leader Accountable For:

·     Delivery of Senior School curriculum outcomes

·     Delivery of Senior School operational requirements

·     Delivery of appropriate Senior school Pastoral Care

·     Development and acquittal of senior school budget

·     Performance of Senior School Team

·     Professional Development of Senior School Team

·     Implementation of College Leadership Principles
·     Positive promotion of the Western Cape College
·     Academic data reports
Middle Schooling Team

Accountable to:



Head of Weipa Campus

Achievable Goals:
· Collation and delivery of academic and attendance reports with full reports every term -

· Implementation of the New Basics to the Middle School - ongoing

· In Weipa all students across years 4 – 9 to achieve attendance above 95%  -term one onwards

·     Data reports for pre 2003, by February 28  2003
· Improved use of Teacher aide resource- ongoing
Specific targets to assist in realising these achievable goals may be set if required.
Team Leader Accountable For:

· Delivery of Middle School curriculum outcomes (Weipa, Napranum and Mapoon)

·     Delivery of Middle School operational requirements (Weipa)

·     Delivery of appropriate Middle school Pastoral Care (Weipa)

·     Development and acquittal of Middle school budgets (Weipa)

·     Performance of Middle School Team (Weipa)

·     Professional Development of Middle School Team (Weipa, Napranum, Mapoon and Aurukun) 

·     Implementation of College Leadership Principles

·     Middle School Curriculum oversight (Cross College)
·     Positive promotion of  the Western Cape College
·     Academic data reports

Junior Schooling Team


Accountable to:



Head of Weipa Campus

Achievable Goals:.

· Collation and delivery of academic and attendance reports with full reports every term –from term one

· Implementation of the New Basics in the junior school.-ongoing

· In Weipa all students across years pre  – 3 to achieve attendance above 95%

· In Weipa Junior school students are achieving at their chronological age or above, or an agreed equivalent – from term one.

·     Data reports for pre 2003, by February 28 2003
· Improved use of Teacher aide resource- ongoing
Specific targets to assist in realising these achievable goals may be set if required.
Team Leader Accountable For:

·     Delivery of Junior School curriculum outcomes (Weipa, Napranum, Mapoon)

·     Delivery of Junior School operational requirements (Weipa)

·     Delivery of appropriate Junior school Pastoral Care (Weipa)

·     Development and acquittal of Junior school budgets (Weipa)

·     Performance of Junior School Team (Weipa)

·     Professional Development of Junior School Team (Weipa, Napranum, Mapoon and Aurukun)

·     Implementation of College Leadership Principles

·     Cross College Junior School Curriculum oversight
·     Positive promotion of the Western Cape College
·     Academic data reports
Aurukun Campus Team

Accountable to:



College Director

Achievable Goals:

·     Collation and delivery of academic and attendance reports with full reports every term – commencing term one
·      Implement College staff allocation model - ongoing
·     Support Government and local strategies addressing social and economic issues – term on onwards.
·     To ensure Aurukun campus is perceived as a campus of Western Cape College - ongoing.
· Focus the Campus on attendance reaching 80% - ongoing

· Focus the campus on improving academic outcomes to reach chronological age or equivalent – ongoing (Progression targets to be agreed) for 2003.

· Data reports for pre 2003, by February 28 2003
· Improved use of Teacher aide resource- ongoing
Specific targets to assist in realising these achievable goals may be set if required.
Accountable for:

·     Delivery of Aurukun Campus curriculum outcomes

·     Delivery of Aurukun Campus operational requirements

·     Delivery of appropriate Aurukun Campus Pastoral Care

·     Development and acquittal of Aurukun Campus budget

·     Performance of Aurukun Campus Team

·     Professional Development of Aurukun Campus

·     Implementation of College Leadership Principles
·     Positive promotion of the Western Cape College
·     Academic data reports
Western Cape College Human Resources Team
Accountable to:



College Director

Achievable Goals:

·     A Western Cape College Human Resource Manual with full data reports every term.- from end of term one

·     Implementation of the Western Cape College staffing formula for each campus – from end of term one

·    Manage H.R. across the College within staffing formula allocation and distribute accordingly to W.C.C. formula -. from end of term one

·     Lead team of staged schooling to achieve their goals.

·    Realistic improvement in the School Student, Staff and Parent Surveys for the Western Cape College.

·     Human Resource Data reports for pre 2003, by February 28 – 2003

Specific targets to assist in realising these achievable goals may be set if required.
Team Leader Accountable for:  

·    Deputising for College Director as appropriate

·    School Operations College Wide

·    Oversight of College relationship to Parent body

·    College Diary

·    The authority across staged schooling issues rests with the Deputy Director
Note: Authority to the role of Deputy Director exists via Executive Membership
Western Cape College Curriculum Team
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Accountable to:



College Director

Achievable Goals:
· Implementation of the Curriculum and Attendance Outcome Reporting Framework for W.C.C. – end of term one

· Collation and delivery of College, campus and staged schooling reports on Academic and Attendance data every term with major reports each semester  -semester one.

· Retrieval and generation of benchmark reports for academic outcomes and attendance from 1998 to 2002 for campuses and College –march 1 2003.
Specific targets to assist in realising these achievable goals may be set if required.
Team Leader Accountable for:

· Collation of Ministerial and Departmental Reports as required.

· Completion of Curriculum plans and documentation as determined by Education Queensland
·     Co-ordination of the ongoing development of the College P–12 curriculum

·     Co-ordinate assessment, and reporting practices of the College

·     Academic and attendance reports as per College Calendar

·     Develop staff project teams as appropriate to the development of College Curriculum

·     Mapoon Campus
·     Napranum Campus
·    Curriculum organisation

·    Professional Development
NOTE:  The authority across campus and staged schooling issues rest with the Head of Curriculum

Mapoon Campus


Accountable to:



Head of Curriculum

Achievable Goals:

· Collation and delivery of academic and attendance reports with full reports every term –term one 

· Ensuring Mapoon campus is recognised as a campus of Western Cape College. -ongoing

· Develop and implement the child care/preschool concept incorporating Montessori-ongoing

· A one-year lift in academic achievement for students currently enrolled in attending classes in years 1 to 3.

· A 1.5-year lift in academic achievement for students currently enrolled in attending classes for students in years 4 to 6.

· Promote improved Mapoon Council support -ongoing

· Implement and manage the Mapoon campus transport strategy.- term one .

Specific targets to assist in realising these achievable goals may be set if required.
Team Leader Accountable For:

·     Delivery of Mapoon Campus curriculum outcomes

·     Delivery of Mapoon Campus operational requirements

·     Delivery of appropriate Mapoon Campus Pastoral Care

·     Development and acquittal of Mapoon Campus budget

·     Performance of Mapoon Campus Team

·     Professional Development of Mapoon Campus
·     Collation and Reporting of Mapoon data.
Napranum Campus


Accountable to:



Head of Curriculum

Achievable Goals:

· Collation and delivery of academic and attendance reports with full reports every term – from term one 

· Develop and implement improved campus system for campus management and class supervision.- term one

· A one-year lift in academic achievement for students currently enrolled in attending classes in years 1 to 3. -termly report

· A 1.5-year lift in academic achievement for students currently enrolled in attending classes for students in years 4 to 6.-termly report
· Development of community understanding that Napranum Campus is a centre for quality teaching and learning in line with College goals.
· Personal capacity of staff team to deliver quality teaching for preschool to year 6. 
Specific targets to assist in realising these achievable goals may be set if required.
Team Leader Accountable For:

·     Delivery of Napranum Campus curriculum outcomes

·     Delivery of Napranum Campus operational requirements

·     Delivery of appropriate Napranum Campus Pastoral Care

·     Development and acquittal of Napranum Campus budget

·     Performance of Napranum Campus Team
·    Collation and reporting of Napranum data

·    Teacher Housing

·    W.C.C. Submission Co-ordination

·    Workplace Reform Co-ordination

Appendix 1

2003 WESTERN CAPE COLLEGE EXECUTIVE PLAN

In line with Ed Q Strategic Direction and Community aspirations Western Cape College is committed to

·  Attendance/Retention
· Academic Outcomes 

It is through these aims that the success of the College and the success of all staff success will be judged. 

Success will be measured quantitatively by outcome data against stretch targets at each campus and sector. 

It is Western Cape College belief that building on the capacity of staff to achieve above current expectations will achieve this outcome.

Process:

Step 1:
Current data up to December 2002 will be collated and published to establish what has been achieved.

Step 2:
Appropriate stretch targets will be set, based on this data, to accelerate achievement

Step 3.
The seminal document, Western Cape College Executive Manual 2003 will be produced.

Step 4
Western Cape College staff supervision model for all staff will commence term 1 2003.

Step 5
All Team Leaders will be trained to formally implement  the Western Cape College staff supervision model  and appropriately distribute stretch targets to all staff.

Step 6
Team Leaders will be supported to roll the Western Cape College supervision model to their staff.

Step 7

A reporting/tracking system to observe outcomes against key result areas will be implemented.

Step 8

Partners for Success and the DWP policy both provide policy options for performance below acceptable standard.
Process Comment

Step 1

Data and the reporting of, in college format, is accountability shared by all staff. The collation of the reports for the College is the accountability of Head of Curriculum.
Step 2

Timelines for this accountability of the Head of Curriculum will be set for Heads of Staged Schooling and Campus Heads. 

Step 3

To be accountable for delivering Ed. Q outcomes at WCC, the following is identified as fundamental to achievement this year 2003 and will be the focus of achievable goals in the Executive Manual.

Academic:

· Measured improvement in attendance.

· Measured improvement in retention.

· Data collated and reported assessing improvement outcomes on a termly basis.

· Measured improvement in academic achievement.

· Measured reduction in  staff time out of Campus 

· Measured greater time on task for all students

· Student leadership, G & T, Mentoring, Enrichment.  Programs will be further developed.

· Improved use of technology in achieving educational outcomes.

Staff:

· All staff  are  to have a clear role statement; semester task assignment and achievable goal statement including targeted outcomes as required.

· All staff involved in the staff supervision model lead by  Team Leaders.

· All staff to actively participate in College Leadership processes

· All staff to actively participate in support for the College

· All staff improving their methodology to deliver outcomes  in multi-ability classes

· Greater understanding of academic and pastoral care issues relating to indigenous students.

· Following of AOP, budgetary process and Western Cape College policies and procedures

· Commitment to College priorities 

Step 4:


Staff Supervision 
This College Document to be formally badged.

Western Cape College Staff Supervision Model

Introduction
There are three central questions that staff employed at the Western Cape College (a merit-based organisation) must be able to answer. They are:

· What do you want me to do and why?

· How am I going?

· What is my future?
These three questions, drawn from systems Leadership Theory, provide the clarity upon which employment systems at the College are structured.

All staff have been introduced to the following structure that flows directly from these questions









Step 5

As supervision feedback is based on Team Leaders making judgement this  needs to be  part of Team Leader training.

This may be through case studies so staff have confidence in managerial judgement capacity. 

This relates to the concept of ‘felt fairness’.

Refinement of the process of fair judgement is also required. 
Step 7:

To stop unnoticed slides by students’ Western Cape College will track and report regularly.

Mapoon, Napranum, Aurukun and Weipa years 1 – 6 to have reports on all students showing individual progression. This tracking will be on term by term basis.

Areas tracked will include 

PM Reading level -> beyond

Sight -> spelling -> beyond

Number -> facts -> operations -> beyond

Years 7 – 10
 will have Termly report showing progression of levels of achievement based on individual targets.

Tracked data will be a diagnostic tool for Team Leaders who report this information to the Management Team.

The basic data target is the Syllabus Guidelines expectations at all campuses.

The Termly report from collated data will be published as part of the Directors term report to all staff.

The College systemic data will merge into these reports with a significant semester report for report to the Minister and College Board.

Appendix 2

Western Cape College Staff Distribution Model

Staffing is allocated to Campuses at a ratio of attending students 1:14.  

This includes all registered teachers.

At the end of Term average daily attendance for the term will be used to reassess teacher allocation.

The Senior School ratio is 1:10.

To commence term 0ne 2003 the following is applied.

	Campus
	Ratio
	Teachers 
	Average Attendance

	Mapoon
	14:1
	3
	42

	Napranum
	14:1
	4
	56

	Weipa
	14:1
	40
	560

	Aurukun
	14:1
	13
	182


Changes away from this formula will be dependent upon business plans presented to Executive each term based on data.

Appendix 3

Western Cape College Assembly Strategy

This strategy is to maximise the focus on the issue stated as the most critical issue - attendance.

All campuses not achieving an average attendance of 80% student attendance will hold an assembly 5 minutes prior to instruction commencement time.
Term One 2003 this will be at Mapoon, Napranum and Aurukun.

All visitors, parents and staff to be at the assembly which would normally be for 5 minutes.

The rolls will be marked visitors introduced, and the targeted issues focused upon.

At commencement of final session all staff and students again will gather and the rolls will be marked.

Head of Senior School
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What is my future?





Development of potential








In terms of Staff supervision is the question of  "How am I going? That is central to the ongoing work of each staff member at the College.








Key elements of the Western Cape College Supervision Model





The Western Cape College Staff  Supervision Model:





must be conducted by the immediate line manager (team leader)


Is a separate process to that of professional/career development


Is a separate process to that  of managing unacceptable performance


Is based specifically on personal 6 monthly achievable goals set by the line manager in alignment with the College targeted outcomes.


Will result in feedback against one or more of the following three possibilities


Exceeds the line manager’s expectation


Meets the line managers expectations


Does not currently meet the line managers expectations


Will formalise the normal ongoing supervision discussions between staff member and line manager and therefore will not contain surprises.





If for any reason the supervision process is perceived to be unfair by the staff member concerned they will be able to seek redress through their manager one removed.














Clarity is provided by organisational structure








Career development plan











Team Members





Team Leader





Head of Campus Napranum





* Head of Campus Aurukun





Head of Campus


Mapoon





College Director





* H of C Weipa


Head of H.R.











Team Members





HOD Aurukun
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Team Leader





   Positive promotion of the Western Cape College


   Leadership of Weipa Campus


   Recruitment, Selection and Induction of staff


   College Policies


  Timetable and Resources (Staff) Distribution














Head of Middle School





How am I going? 





Feedback on  performance


Coaching as required








Formal feedback  each semester





Role Clarity


Capability matched with role


Clear expectations





What do you want me to do and why?





Role description


Listed accountabilities


Listed achievable goals including specific targeted outcomes











Questions that must be capable of being answered by all employees





Head of Junior School





Elements of these questions to be addressed
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* Head of Business & Finance





* Head of Curriculum
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