
Inclusive Education Coordinator
Arlington (Primary School) Campus

_____________________________________________

Set in beautiful natural heritage gardens, Preshil is an independent co-ed school in Kew providing
services to children between the ages of 3 and 18 years.

Preshil offers a truly contemporary, global-minded approach to education. As an International
Baccalaureate (IB) Continuum School, our accredited IB Primary Years, Middle Years and Diploma
Programmes (PYP, MYP, & DP) align with the school’s focus on intellectual challenge, inquiry and
research based learning. These programmes accommodate individual choice and independent
learning and encourage students to develop the courage to question, to find their own voice and to
become responsible and active global citizens beyond the classroom.

From the earliest years children are encouraged to develop higher order thinking through play,
problem solving, collaboration, philosophising and exercising choice. Kindness, respect and courage
are key learnings underpinning a creative rich program which nurtures and inspires young minds. The
rapport between students and their teachers is respectful, reciprocal and focussed on achieving a
lifelong love for learning, the best possible learning outcomes, trust and a genuine regard for each
individual.

Commitment to Child Safety

All children attending Preshil School have a right to feel and be safe. The welfare of the children in
our care will always be our priority and we have a zero tolerance to child abuse. We aim to create a
child safe and child friendly environment where children always feel safe. Preshil is committed to the
principles of cultural safety and inclusion of children from diverse backgrounds and to the safety and
inclusion of children with disability, and we recognise that these principles support the safety of all
children.

Other Legal Responsibilities

All employees have a shared legal responsibility to contribute to a safe working environment for staff
and students in their area. Preshil is an equal opportunity employer.

Team Statement

The Learning Assistant (Inclusive Education) is a member of the Student Support Team (School
Counsellor, Student Wellbeing Coordinator and Inclusive Education Team) at Preshil. Preshil Student
Support Services recognise that childhood and adolescence can be a complicated journey and that,
at times for some, and more often for others, the pace of progression towards goals can be a
challenging one and impacted for a variety of reasons..In order to meet the diverse needs of our
students over their time in the Preshil community, we have a team of professionals working together
to support this journey

Role Summary

The Inclusive Education Coordinator is responsible for:

● implementing appropriate and relevant individual education programs and plans. The
Coordinator will work closely with the Head of Campus ARL, with the Student Support Team
and with classroom teachers, supporting children experiencing difficulties in learning, by
providing access to the curriculum and supporting them in their  classroom learning.
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● The Inclusive Education Coordinator is also responsible for developing and supporting
teachers in implementing enhanced learning experiences for those students who require
development beyond the usual curriculum

The Inclusive Education Coordinator assists and reports directly to the Inclusive Education Leader.
The responsibilities of the position are to be performed in accordance with the provisions of the
school’s EA and relevant policies.

Areas of Responsibility

The Inclusive Education Coordinator will work with classroom teachers to support students to
develop the strategies and skills necessary to foster learning, independence and confidence, to
facilitate ongoing progress and the attainment of optimal educational outcomes.

The Inclusive Education Coordinator’s responsibilities include

● working with the campus Learning Assistants to ensure a comprehensive service delivery to
students on the campus requiring learning support

● promoting an inclusive educational environment that provides additional support for
individual students and their learning needs

● collaborating with the Head of Campus, Learning Assistants, teachers and specialists to
provide education support for students with identified learning difficulties

● collaborating with the Head of Campus, Learning Assistants, teachers and specialists to
provide learning enhancement for students with identified learning strengths

● ensuring compliance with regulatory authorities

● developing positive working partnerships with students, parents and staff to support and
improve students’ learning

● carrying out diagnostic testing in order to design appropriate learning strategies for students
in consultation with appropriate staff

● liaising with allied health professionals and external agencies (e.g. speech therapists,
occupational therapists) to identify students’ educational, social, linguistic, cultural and
emotional needs

The Inclusive Education Coordinator will

● develop IEPs (Individual Education Plans) for each student identified as requiring support

● attend and keep records of Student Support Group meetings to support the development of
Individual Education Plans for students requiring learning support

● collaborate with and support teachers empowering them in the planning and delivery of
effective teaching and learning programs for identified students

● monitor the effectiveness of the IEP and review IEPs on a regular basis (at least once per
term)

● maintain accurate, confidential records in accordance with legal requirements and School
policy of student achievement and progress, and provide regular communication and reports
to teachers and parents

● support the development and maintenance of the school’s policies and procedures,
particularly in relation to students with specific educational needs

● complete funding applications for students identified with special needs and other relevant
compliance documentation

● participate in the collection and moderation of NCCD student data to identify levels of
support for funding submissions

● Display a thorough understanding of, and assist teachers and other staff to collect relevant
data for the  NCCD
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The Inclusive Education Coordinator will work closely with Teachers and Learning Assistants to

● provide support to enable students with learning needs to access the curriculum and
complete assessment tasks

● provide support to students in the classroom learning environment

● facilitate modifications and adjustments to the regular curriculum and/or learning
environment in collaboration with classroom teachers

● implement strategies to enhance students’ social, interpersonal and communication skills

The Inclusive Education Coordinator will liaise closely with parents by

● actively fostering partnerships in learning between parents and the School

● ensuring regular and effective communication between teachers and parents regarding
student learning and growth, both positive as well as areas that may require improvement

Professional

The Inclusive Education Coordinator  will carry out their professional duties by

● attending briefings, staff meetings, strategy sessions and professional development sessions
for all members of the teaching staff as required

● keeping abreast of current educational theory, promoting practices based on sound
educational research

● cooperating with other staff to develop and maintain a culture of high professional standards
and mutual support

Qualifications

The Inclusive Education Coordinator will have

● appropriate teaching qualifications in Learning Support

● teaching experience in education support and learning enhancement

● current VIT registration

Knowledge, experience, skills and personal characteristics

The Inclusive Education Coordinator  will have

● an understanding of progressive education and a commitment to the values and teaching
philosophy at Preshil.

● strong oral and written communication skills

● the ability to work independently and as part of a team

● be able to demonstrate strong work ethic to achieve professional goals

● a thorough operational knowledge of IT, and web-related technologies

● a knowledge of the IB programs and willingness to engage in the implementation of these
programs at the School

● A knowledge and awareness of IB policies of inclusion would be an advantage.

● a respect for, and willingness to assist, students in developing their individual learning
capacity

● the skills to motivate, inspire and manage a diverse group of teachers and students

The Inclusive Education Coordinator will

● provide a welcoming and safe environment for children and young people

● promote the safety and wellbeing of children and young people to whom we provide

services 

● ensure that their interactions with children and young people are positive and safe 

● provide adequate care and supervision of children and young people in their charge

● act as a positive role model for children and young people
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● report any suspicions, concerns, allegations or disclosures of alleged abuse to management

● report to management any criminal charges or convictions they receive during the course of

their employment/volunteering that may indicate a possible risk to children and young

people

This duty statement is a guide only and is not intended to be an exhaustive or exclusive list of the
duties attached to this position. It is subject to review and modification by the Principal, in response
to the changing needs of the school, and the development of knowledge and skills. Any additional
responsibilities as requested by the Principal, or the Heads of Campus shall be determined through
consultation and agreement.

Occupational Health and Safety

All staff are expected to take reasonable care for their own health and safety and that of other
personnel who may be affected by their conduct in accordance with the Victorian Occupational
Health and Safety Act (2004) and Regulations (2007)

Terms and Conditions

The successful applicant will be required to be a VIT registered teacher. This is a 0.6 FTE with hours
and days of work negotiated with the Inclusive Education Leader at the time of interview.

Our organisation undertakes several screening processes to ensure the appropriate protection of
children in its care. This includes reference checks, identity checks, qualification checks and
professional registration checks.
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