OSHC Supervisor
1. Key Responsibilities
An Employee at this level is responsible for their own work and is required to perform some or all of the following duties:

1. Developing an exciting OSHC program, which reflects an engaging, creative experience that conveys to the broader community that Blue Mountains Grammar School is a leading, innovative and progressive educational organisation; 
2. General management responsibilities; 
3. Plan and deliver a stimulating and diverse daily program, providing positive experiences, learning and interactions for all children attending;
4. Positively interact with children, give each child individual attention and comfort as required;
5. Assist in implementing daily routines, ensuring a safe, healthy and clean indoor and outdoor environment for children;
6. Work with other staff members to ensure the smooth running of the service subject to service policies and procedures;
7. Implement and manage the recording of children’s development and assist in planning for the ongoing development of the child;
8. Liaise with parents and carers;
9. Attend to incidental cleaning and housekeeping associated with individual and group activities, experiences and routines including maintaining the area and equipment;
10. Perform incidental administrative duties including but not limited to liaising with the Business Office regarding OSHC fees, completing receipts, signing deliveries, checking the roll, purchasing of weekly resources for activities, researching and ordering of new equipment and other duties as required by the employer as are within the knowledge, skills and capabilities of the OSHC Supervisor; 
11. Ensure that accurate records of student and staff attendances at the program are maintained and;
12. The privacy and confidentiality of individuals is protected by ensuring that all records and information about individual children, families, staff, students and volunteers are stored in a secure place and are accessed by or disclosed only to those people who need the information to fulfil their responsibilities or have a legal right to know and;
13. Records are managed, stored and disposed of in accordance with the Education and Care Services National Regulations;
14. Complete any collection of data, medical or other records required in a timely manner, and in accordance with the service’s policies and procedures and the NQS; 
15. Rosters are developed and monitored in accordance with the required educator to child ratio. 

The OSHC Supervisor must be familiar with emergency procedures and be ready to implement them if necessary. 

An Employee at this level is required to possess and maintain current first-aid, asthma and anaphylaxis certificates recognised under the Children and Young Persons (Care and Protection) Act 1998.
2. Supervision Received
The OSHC Supervisor engages in work that in the main is generally prescribed and will operate within a framework of established procedures, workplace routines, deadlines and expectations.
3. Working Relationships
The OSHC Supervisor reports to the Head of Junior School and is expected to report to his/her supervisor on any matters where an activity is not clearly prescribed.
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