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Daily Organiser - Position Description 
 
 

Organisational 
Environment 

 

Northside Christian College is a rapidly growing school with big ambitions for 
each student. The College is set in a tertiary education precinct in the City of 
Whittlesea in Bundoora, Victoria. Northside provides engaging learning 
opportunities for students from Prep through to Year 12 with the mission to 
“Transform lives through Christ and the wonder of learning.” We provide an 
innovative learning framework within a safe and supportive Christian 
environment.  

We aim to maximise the potential of every child, equipping them for lifelong 
learning and developing character based on Biblical values. 

 
Main Objectives 

 

The main objective of the Daily Organiser at Northside is to ensure that the 
classes of absent teachers are appropriately covered in a timely fashion such 
that there is minimal impact on student learning and wellbeing. The Daily 
Organiser is responsible for the coordination, management and 
implementation of short-term cover for teacher absences throughout the 
College, by the allocation of “extras”, “in ileus” and Casual Relief Teachers 
(CRT) cover on a daily basis. Publication of covered classes and room 
changes communicated via a Daily Bulletin attached in a Daily Organisation 
email to all staff.  

The Daily Organiser is expected to support the operations of the College from 
a Christian perspective as outlined in: 

a) The Vision, Mission and Values of the College 

b) The College’s educational philosophy 

c) The College’s Teaching and Learning Framework 

d) The College’s Statement of Faith 

The Daily Organiser will be a professional colleague who will be part of a team 
of staff striving to achieve the aims and objectives of the College. 

 

 
Accountability 

 

The Daily Organiser is ultimately responsible to the Principal in all aspects of 
the position and directly responsible to the Deputy Principal.  

 
Key Internal 
Relationships 
 

 

• Principal  

• Deputy Principal 

• Business Manager 

• Executive Team 

• Office Manager  

• Home Group and Subject Teachers 

• Administration Staff 

• Students 
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Key External 
Relationships 
 

 

• Parents / Carers 

 
Specific Duties and 
Responsibilities  

 

Daily Organiser  

• Oversee the engagement of Casual Relief Teachers (CRTs) to 
perform relief teaching work at the College.  

• Assist the Deputy Principal where needed to facilitate new 
CRT induction.  

• Publication of covered classes and room changes via a Daily 
Bulletin attached to an email by 7:30am each school day.  

• Transfer of replacement duties and room changes using 
College systems, including Edval Daily and SEQTA. 

• Liaising with Teaching Staff regarding work left when absent, 
and ensuring it is accessible for the replacing teacher. 

• Liaise with the Deputy Principal to ensure adequate coverage 
of teachers on extended periods of absence. 

• Meet Casual Relief Teachers (CRTs) on arrival, direct them as 
needed, and supply lesson content left by teachers for them to 
be able to cover assigned classes. 

• Regularly review the College calendar to organise in advance 
any replacement teacher/s for events that require coverage 
such as sporting events, excursions, incursions, camps and 
teacher professional development. 

• Ensure coverage of any absent members of the College’s 
Critical Incident Management Team.  

• Notify the Assistant Bursar of staff absences and CRT 
employment each pay period. 

• Liaise with the sub-school Directors of Learning to organise 
exam timetables with staff, staff coverage and room allocations 
for student exams using the Edval Daily exam module. 

• Work with the Deputy Principal and Business Manager to maintain a 
flexible pool of CRTs who are available to meet the short term 
staffing needs of the College. 

• Monitor the performance of CRTs in consultation with the Deputy 
Principal, soliciting and noting teacher, student and parent 
feedback where appropriate, in order to ensure that the most 
suitable and skilled CRTs are deployed as necessary. 

• Implement processes and procedures to allocate ‘extras’, ‘in-lieus’ and 
the duties of Casual Relief Teachers and teachers in a fair, equitable 
and transparent manner in accordance with College policy.   

• Notify the Deputy Principal of any concerns raised in regards 
to teachers not leaving sufficient work programs/ lesson 
plans for planned absences. 
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Other 

• Perform other duties as directed by the Deputy Principal. 

 

Essential 
Knowledge, Skills 
and Abilities 
 

 
It is assumed that Daily Organiser will:  

• Demonstrate a strong commitment to the ethos of Christian education.  

• Be vitally concerned about the needs of students. 

• Set a good example of Christian living in the College and in his/her 
private life.  

• Be able to work collaboratively with other staff members and build 
positive relationships with others.  

• Highly developed written and oral communication skills. 

• Engage and work collaboratively with the Deputy Principal. 

• Demonstrate a high level of organisational skills.  

• Excellent customer service skills.  

• Accuracy in work and ability to attend to detail.  

• Capacity to cope with change.  

 
Duty of Care 

 
• Be familiar with College policy, rules, and expectations.  
• Follow workplace health and safety procedures.  
• Be punctual to meetings and other duties.  
• Support the College’s child safety policy, procedures and compliance 

with Ministerial Order No. 1359. 
• Demonstrate duty of care to students in relation to their physical and 

mental wellbeing. 

• Attend professional development activities aligned with position 
description. 

• Attend meetings as required. 

• Perform any other duties as delegated. 

 
Staff Obligation to 
Child Safety 

 
All staff at Northside Christian College take an active role, and are well 
informed of their obligations in relation to Child Safety under Ministerial Order 
No. 1359 which came into effect from the 1st July 2022, supporting the 
implementation of the 11 new Child Safe Standards. Northside Christian 
College’s commitment to Child Safety is incorporated into the College’s 
employment cycle from recruitment and reference checking, to induction, staff 
appraisal, and a commitment to regular Professional Learning. All staff at 
Northside are required to sign a statement that they have read, understood, 
and agree to abide by the Northside Christian College Child Safety Policy and 
the College’s Child Safety Code of Conduct.  
 
Northside Christian College is fully committed to the protection of children and 
young people during all College activities and environments both within and 
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outside of school hours. It is expected that all staff will:  

• Be aware of, understand and comply with the principles of the Child 
Safe Standards at all times;  

• Ensure adherence to the College’s Child Protection Policies, including 
the Child Safe Standards, and demonstration of behaviours in 
accordance with these;  

• Complete Child Protection training prior to beginning at the College;  

• Undertake regular training and professional development in Child 
Safety;  

• Respond according to the College’s policies and procedures when 
interacting with children, taking all allegations and concerns very 
seriously;  

• Be committed to providing a safe environment for all children, 
promoting physical, emotional, and cultural safety.  

 
Employment with Northside Christian College is subject to College policies 
including, but not limited to, the College’s Child Safety Policy. 
 

 
Note: Northside Christian College reserves the right to modify position descriptions as required. Staff 
will be consulted when this occurs. 


