
Nanango State High School VQF Organisational Chart & Duty Statements 
The school’s organisational chart and duty statements for all staff involved in its operation as an RTO 

show the relevant lines of authority.  This chart will be displayed in the office and in the general staff 

handbook, and the handbook for VET Teachers.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Business Services Manager 

 Financial Management 

Deputy Principal: Studies/VET 

 Human resource requirements for VTA 

 Coordinate and manage Data input for SDCS 

 Keep Principal Informed of VET matters 

HOD: Senior Schooling (RTOM), Assistant Manager (RTOAM) 

 RTO Manager- overall RTO management responsibilities  

 Develop, disseminate and implement school policies under the VQF 
2015 e.g. RPL, Reassessment, Grievances & Appeals, Staff induction 

 Liaise with QCAA 

 Advertising of VET and appropriate use of logo 

 Manage the internal audit process and implement improvement issues 

 Manage SAT’s 

 School website (Delegated Officer- DO) 

QCAA 

 30-year record keeping 

 Registration of RTO 

 External Audits – 
Compliance 

 Issuing of QCE/QCIA and 
Senior Statement  

Guidance Officer, HOD, Student 

Services and HOSES 

 Access and Equity policy 
and information 

 Pastoral care 
responsibilities   

HODS (HVTA) & SACS of Subjects (VTAS) 

 Certificate II in Skills for Work and Vocational Pathways 

 Certificate I & II Business 

 Certificate I IDMT 

 Certificate II Manufacturing Technology 

 Certificate II Engineering (Blue Dog) 

 Organise Validation and Systematic Monitoring 

 Monitor staff profiles in area of responsibility 

 Review assessment in teaching teams 

 Conduct IR’s for VTA’s (Annually) 

 Maintain required physical resources 

 Ensure accredited programs are correctly implemented by 
supporting involved staff 

  Liaise with HOD (Senior Schooling) to ensure  staff  
professional currency is maintained 

 Ensure VET documentation is maintained and updated when 
necessary 

 Check results / certification prior to student access 

 Ensure results are sent to SMS Administrator 

 Appropriate Professional Development Activities co-ordinated 

 

Classroom Teachers / Trainers (TA) 

 All assessment implemented according to accredited programs (TAS) 

 All reporting completed in accordance with school and VQF (QCAA) guidelines 

 Communicate all necessary requirements for individual VTA’s in terms of RPL 

 Report students achievements to parents 

 Keep student record files, including individual profiles 

 Update planning documents when necessary 

 Participate in Internal Review Process (November - December yearly) 

 Maintain currency for delivery of VET 

 Access VET PD when possible 

Senior Schooling - Admin Officer (Administrator - SMSA) 

 Maintaining / updating records of student 
completions 

 Issue Statements of Attainment and Certification for 
students in Year 10 and 11 and for Year 12 students 
who exit school pre. November in final year 

 Liaise with QCAA 

Principal 

 CEO of RTO 

 Chair grievance committee 

 Risk management  


