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PURPOSE
Western Cape College was formed as a response to an Education Queensland priority to improve outcomes for students across Cape York.  The College structure is designed to streamline organisational effectiveness under a senior stable leadership team.  This team forms the Executive Management Team.  

The Executive Management Team is responsible for developing and implementing College processes and procedures that drive the successful day-to-day operations of the College.  The team is also responsible for determining the strategic direction of the College; ensuring these directions align with College goals and principles and generating policy that deliver on these directions.  

This manual will clearly outline the:
· College organisational structure
· College principles

· Executive Management Team focus

· Accountabilities and responsibilities of Executive members.

ORGANISATIONAL STRUCTURE

Western Cape College is a cluster of three schools with Campus sites in Aurukun, Mapoon and Weipa.  The College operates under a central administrative system, lead by a College Director.  The organisational structure of the College is designed to highlight the responsibilities and accountabilities of staff.  This organisational structure is supported by clear role descriptions and targeted outcomes at each level of the organisational chart.  The organisational chart has been refined since the inception of the College to ensure consistency and quality of processes and procedures across the whole organisation.  
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Principles of Western Cape College

Western Cape College is guided by a set of principles.  These principles were established after extensive consultation with a variety of stakeholder groups, including the College Board, community members and College staff.  College representatives including staff and students are expected to demonstrate these principles through their work, behaviour and attitudes.  The principles of Western Cape College represent the values of the College and are the foundation of all operations.      
The Principles of Western Cape College are:
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 believes all have the capacity for individual accountability.

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

Western Cape College will maximise outcomes by strategic partnerships.

Overview

All Western Cape College staff have defined accountabilities and achievable goals set for the 2007 school year.

Western Cape College conducted a Systems and Symbols Review in 2004 at each of the Campus sites.  The 2004 review highlighted a number of human relations issues.  These issues will be addressed by the following targets.  

Western Cape College Team Leaders are to fulfil their role description by:

· Actively promoting Western Cape College

· Using and implementing Western Cape College Leadership tools and Leadership Principles
· Implementing the Western Cape College staff supervision program
· Addressing and reporting on systemic targets

· Linking resources to measured educational outcomes within a statewide comparative framework
· Maximising attendance of all staff on Campus
Western Cape College Team Members are to fulfil their role description by: 
· Actively contributing in team meetings without fear or favour

· Ensuring solidarity following a decision

· Representing Western Cape College  
· Demonstrating support for decisions through accountability
· Demonstrating the Western Cape College Leadership Principles
The Western Cape College Leadership Principles are based on the Systems Leadership Theory and include:

· The use of the terms team leader, team member, task assignment 

· Attention to symbolic behaviour
· The use of the values continua in decision-making
All Western Cape College staff have accountabilities beyond those listed as part of their generic role.

2007 Executive Focus

· Implement the Bound for Success: Cape York Education Strategy and monitor progress
· Meeting systemic requirements and targets
· Ensure consistency of curriculum through P-12 and across Campuses with an emphasis on PREP and Pre-PREP directions
· Long-term infrastructure planning and consistent maintenance of current facilities 
· Implement Cape Connect strategy
· Develop and support the C2E Cradle 2 Economy policy
· Build relationships with other schools across the Cape
2007 Achievable Goals

Western Cape College sets achievable goals for team leaders and members.  These goals form part of the accountabilities and responsibilities set out for each Executive Team Member.  
The Achievable Goals Are:

Executive Team Members will develop an implementation plan to achieve the required outcomes.  This plan will be developed using the Western Cape College Leadership Model.  
Executive Team Members will assign individual accountabilities when necessary to ensure required outcomes are achieved.  
Executive Team Members will ensure individual staff members develop their own implementation plans.  These plans will complement the individual accountabilities set out in the Executive Team Members’ implementation plan.

The Individual staff implementation plans form the base of performance and supervision criteria by Executive Team Members. 
Executive Team Members will deliver the implementation plans to the College Director by March 2007. 
Executive Team Members will operate within allocated budgets.

Executive Team Members will operate within the College Operational Plan.

Executive Team Members will understand and operate within the College environment.
Executive Management Team

The Western Cape College Executive Management Team is structured to ensure consistency and efficacy of College operations.
Membership on the Western Cape College Executive Management Team is restricted to Campus Heads and College Leaders.
Campus Heads

· Are accountable for all students, facilities, staff and community interaction within their Campus community.
· Are accountable to the College Director.

· Lead a flow down structured Campus Team.
College Leaders
· Address systemic and College requirements.

· Ensure Campus Heads meet accountabilities.

· Ensure the four critical aspects of the business of schooling; HR, Business and Finance, Curriculum and Pastoral are consistent and supported across the College.
Executive

The Western Cape College Executive is a team accountable to the College Director for developing and implementing College direction.  Executive members represent the College and bring specific skills, expertise and experience but are not purpose specific advocates.  
Western Cape College Curriculum Team
2007 Role
                                   
Accountable to:

College Director
Accountable For:
· Acting appropriately on all outcome data to achieve systemic requirements
· Report on outcomes promptly and accurately
· Developing and implementing a quality, consistent College Curriculum Framework

· Driving appropriate professional development initiatives and opportunities
2006 Focus
Achievable Goals:
· Ensure data is readily accessible and able to be used as an outcome tool
· Align Queensland Curriculum, Assessment and Reporting Framework into College frameworks

· Improve student outcomes through curriculum and pedagogy
· Ensure quality, consistent P-12 curriculum delivery across Campuses

· Broaden curriculum offerings 

· Drive PREP and Pre-PREP curriculum directions

· Implement and support the Parents as First Teachers project
College Director 
2007 Role
Accountable to:

Regional Executive Director Far North Queensland



Accountable For:

·     Management of total Human Resources and Financial Budget
·     Implementation of College Leadership Principles and process

·     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 Western Cape College
·     Developing Partnerships where appropriate for the ongoing development of the College
·     Relationship with College Board

·     College Improvement Framework

College Director 

2007 Focus
Achievable Goals:
· Improve student outcomes

· Increase student attendance

· Increase retention and transition rates

· Implement the Bound for Success: Cape York Education Strategy and monitor progress
· Embed and extend previous College reforms
· Long-term planning for infrastructure

· Maintenance planning for pre-existing facilities

· Develop and implement Cape Connect technology strategy

· Develop C2E Cradle 2 Economy policy supporting pathways

· Build and maintain partnerships with other Cape and Torres Strait schools

Head of Business & Finance 

2007 Role


Accountable to:

Finance Manager Far North Queensland Region 
Accountable For:

· Development, implementation and management of  the College Finances, specifically: SAROP, School Annual Report, Triennial School Review, Financial, Budget and SMS Finance
· Acquittal of Commonwealth Government Grants and Self Funded Projects

· Management of College Assets and Annual Depreciation control

· Management of College Capital Works, Planned and Unplanned Maintenance 

· Management of School SMS System: School, Staff, Students & Financial

· Selection, recruitment and management of team members

· Coordination of College Payroll

· Contribution to College public relations and promotion

· Management of student numbers and generation of staff numbers

· Development, writing and editing of all funding submissions
· Implementation of Bound for Success initiatives
Head of Business & Finance 

2007 Focus

Achievable Goals:



· Provide quarterly financial reports to the Executive Management Team
· Maintain the College funding acquittal calendar and ensure all acquittals and interim reports are submitted within agreed timelines
· Ensure audit requirements are met and processes in place to satisfy annual audit  

· Asset stock take completed annually and SMS records updated by Week 5, Term 4
· Monitor the College maintenance & minor work budgets to ensure the best use of College resources, and all approved work is completed in a timely manner.  
· Identify and report on changes which may assist use of resources and service delivery with regards to maintenance and minor works
· Develop administration staff and encourage career opportunities to ensure a model for succession planning is in place

· Manage the maintenance of the College Website and report to the Executive Management Team on improvements/issues

Head of Aurukun Campus
2007 Role


Accountable to:

College Director

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

· Stakeholder relationship management

· Performance of Aurukun Campus Team

· Professional Development of Aurukun Campus

· Implementation of College Leadership Principles

· Positive promotion of the Western Cape College
· Transition of Aurukun students into senior schooling pathways
· Actioning partnerships developed by the Executive team
· Ensuring Campus operations align with College requirements
· College staff induction programs and their delivery
· Implementation and monitoring of Bound for Success initiatives
Head of Aurukun Campus

2007 Focus

Achievable Goals:

· Increase student attendance to 70% 

· Reduce number of students caught in Yr 2 Net

· Improve facilities and ensure responsive and economical maintenance

· Embed the Transition Support Unit strategy into Campus operations

· Map student destination for Yr 7/8/9
· Introduce systems conducive to good operations and communication
· Manage the roll-out of PREP and Pre-PREP operations
· Behaviour management 
· Maintain the You Can Do It program
Head of Mapoon Campus

2007 Role

Accountable to:

College Director
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

· Stakeholder relationship management

· Performance of Mapoon Campus Team

· Professional Development of Mapoon Campus

· Implementation of College Leadership Principles

· Positive promotion of the Western Cape College
· Transition of Mapoon students into secondary schooling pathways
· Actioning partnerships developed by the Executive team
· Ensuring Campus operations align with College requirements
· College staff induction programs and their delivery
· Implementation and monitoring of Bound for Success initiatives
Head of Mapoon Campus

2007 Focus

Achievable Goals:

· Increase student attendance to 80% 

· Reduce number of students caught in Yr 2 Net
· Reduce gap between student outcomes on benchmark tests and state means
· Ensure responsive and economical maintenance

· Introduce systems conducive to good operations and communication
· Maintain the You Can Do It program
· Manage roll out of PREP and Pre-PREP operations
Head of Weipa Campus

2007 Role

Accountable to:

College Director

Accountable for:  
· Delivery of Weipa Campus curriculum outcomes

· Delivery of Weipa Campus operational requirements

· Delivery of appropriate Weipa Campus Pastoral Care

· Development and acquittal of Weipa Campus budget

· Stakeholder relationship management

· Performance of Weipa Campus Team

· Professional Development of Weipa Campus

· Implementation of College Leadership Principles

· Positive promotion of the Western Cape College
· Actioning partnerships developed by the Executive team
· Ensuring Campus operations align with College requirements
· College staff induction programs and their delivery
· Implementation and monitoring of Bound for Success initiatives
Head of Weipa Campus

2007 Focus

Achievable Goals:
· Continue roll out of master Plan

· Improve symbolism of existing facilities

· Unpack issues across stages of schooling to action solutions

· Monitor the implementation of the Service Guarantee Senior Schooling Policy
· Manage roll out of PREP and Pre-PREP operations
· Embed ICTs Strategy
Head of Staged Schooling: Junior 

2007 Role


Accountable to:

College Director & Head of Weipa Campus

Accountable for:

· College Junior Schooling outcomes
· Coordination of Weipa Campus Junior Schooling operations 

· Coordination of College Junior Schooling team meetings
· Delivery of appropriate Weipa Campus Junior School pastoral care

· Development and acquittal of Weipa Campus Junior School budgets
· Performance of Weipa Junior Schooling Team
· College Junior School professional development 
· Implementation of College Leadership Principles

· College Junior School curriculum development and implementation 
· Positive promotion of Western Cape College

· Development of College Junior School data reports
· Stakeholder relationship management
· Implementation and monitoring of Bound for Success Initiatives

Head of Staged Schooling: Junior 

2007 Focus

Achievable Goals: 
· Increase Junior School attendance across Campuses
· Support Junior School team members  to deliver curriculum and best practice

· Support teachers with the continued implementation of New Basics and implementation of the Queensland Curriculum, Assessment and Reporting Framework across Campuses
· Develop strategies to improve literacy and numeracy outcomes across Campuses
· Reduce the number of students caught in the Year 2 Net 
· Reduce the gap between student performance on benchmark tests and state means
· Collation and delivery of academic and attendance reports with full reports quarterly
· Deliver professional development opportunities in line with systemic and College priorities
· Engaging communities in core business and extra curricula activities
Head of Staged Schooling: Middle & Student Services 

2007 Role

Accountable to:

College Director & Head of Weipa Campus

Accountable for:

· Provision of Student Services

· College Middle Schooling outcomes
· Coordination of Weipa Campus Middle Schooling operations 

· Coordination of College Middle School team meetings
· Delivery of appropriate Weipa Campus Middle School pastoral care

· Development and acquittal of Weipa Campus Middle School budgets
· Performance of Weipa Middle Schooling Team

· College Middle School professional development 
· Implementation of College Leadership Principles

· College Middle School curriculum development and implementation 
· Positive promotion of Western Cape College

· Development of College Middle School data reports
· Stakeholder relationship management

· Implementation and monitoring of Bound for Success Initiatives

Head of Staged Schooling: Middle & Student Services 

2007 Focus

Achievable Goals: 
· Increase Middle school attendance across Campuses
· Increase successful transitions during critical phases 

· Support Middle School team members  to deliver curriculum and best practice 
· Support teachers with the continued implementation of New Basics and implementation of the Queensland Curriculum, Assessment and Reporting Framework across Campuses
· Collation and delivery of academic and attendance reports with full reports quarterly
· Continued implementation of College behaviour management policies and You Can Do It  program

· Develop strategies to improve literacy and numeracy outcomes across Campuses 
· Reduce the gap between student performance on benchmark tests and state means

· Deliver professional development opportunities in line with systemic and College priorities
· Engaging communities in core business and extra curricula activities
Head of Staged Schooling: Senior 

2007 Role


Accountable to:

College Director & Head of Weipa Campus
Accountable for:

· College Senior Schooling outcomes 
· Coordination of Weipa Campus Senior Schooling operations 

· Coordination of College Senior School team meetings
· Delivery of appropriate Weipa Campus Senior School pastoral care
· Delivery of virtual schooling and distance education
· Development and acquittal of Weipa Campus Senior School budgets
· Performance of Weipa Senior Schooling Team

· College Senior School professional development 
· Implementation of College Leadership Principles

· College Senior School curriculum development and implementation 
· Positive promotion of Western Cape College

· Development of College Senior School data reports
· Stakeholder relationship management

· Implementation and monitoring of Bound for Success Initiatives

Head of Staged Schooling: Senior

2007 Focus

Achievable Goals:

· Increase Senior school attendance across Campuses

· Monitor implementation of the Service Guarantee for Senior Schooling policy 

· Support Senior School team members  to deliver curriculum and best practice 
· Collation and delivery of academic and attendance reports with full reports quarterly
· Develop strategies to improve literacy and numeracy outcomes across Campuses 
· Deliver professional development opportunities in line with systemic and College priorities
· Engaging communities in core business and extra curricula activities
Head of Staged Schooling: Middle & Student Services
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