
 

 
STATEMENT OF DUTIES 
 
 
JOB TITLE:                Teacher, School Age Services 
 
ACCOUNTABLE TO:  Manager, SAS Location 
 
 
Program Delivery 
 

1. To develop an Individual Education Plan based on results of assessment carried 
out by Learning Links’ staff or an external professional.  

 
2. The Individual Education Plan will identify learning activities, strategies and 

outcomes relevant to the learning needs and abilities of the individual children 
enrolled on the program.  

 
3. To implement the Individual Education Plan during the weekly sessions for children. 

 
4. To support all areas impacting on children’s ability to learn including self-esteem, 

self-confidence and the ability to complete tasks independently. 
 

5. To conduct assessments / testing in relation to the learning activities identified in 
the Individual Education Plan for the individual children enrolled in the Literacy and  

6. Numeracy Program or specialist workshops. 
 

7. To liaise with other relevant professionals within School Age Services in relation to 
optimising outcomes for individual children. 

 
8. To provide homework for individual students in relation to the learning activities and 

outcomes identified in the Individual Education Plan.  
 

9. To conduct all classes in a professional and positive manner prioritising support for 
individual children.  

 
10. To value and respect the dignity and privacy of students and families. 

 
11. To take direction from the relevant SAS Manager regarding the placement of 

students in classes. 
 
 
Administration 
 

1. To establish and maintain progress notes relevant to the individual education plans 
for children. 

 
2. To keep concise, professional record of students’ attendance at all times. 

 
3. To develop written progress reports on children following testing / assessment 

within identified timeframes. To conduct parent-teacher interviews with 
parents/guardians in accordance with the requirements of the location. 

 



4. To maintain and submit individual staff timesheets within appropriate timeframes. 
 

5. To liaise with parents/guardians of individual children about educational needs and 
the support being provided 

 
 
Professional Development 
 

1. To engage in Professional Development on an annual basis, accessing one or 
more training opportunities through schools, community based opportunities and 
Learning Links. 

 
 
Occupational Health and Safety 
 

1. To adhere to the Company’s OH&S policy and be proactive in all OH&S practices. 
 
   
Confidentiality 
 

1. To ensure that all information pertaining to the service and the organisation is 
considered with the highest degree of confidentiality. 

 
2. Not to disclose to any person at any time any confidential information about the 

operations of Learning Links including (without limiting the generality thereof) 
Learning Links’ corporate knowledge or financial affairs.  This restriction on 
disclosure of confidential information continues to apply in the event that 
employment by Learning Links ceases. 

 
3. Not to engage any current Learning Links’ students as clients in any external 

business that operates whilst I am employed by Learning Links and for a period of 
12 months after termination of my contract. 

 
 


