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TEACHING DIRECTOR


A.  POSITION SUMMARY
	Position Title:
	Teaching Director

	Team:
	Child Care

	Reporting to:
	Chief Executive Officer

	Reports:
	All Child Care Staff 

	[bookmark: _GoBack]Location:
	7 Karella Avenue, Villawood NSW 2163

	Salary 
	TBC



B PROGRAM OVERVIEW
	Carramar Early Childhood Education and Care Centre has operated for over 25 years and provides a Long Day Care Centre for children aged 1-5 years. It is managed by Woodville Alliance (WA) and operates from 7am to 5:30pm 48 weeks of the year. The Centre operates in a holistic manner to support the needs of all families and children. Our practice is informed by the Early Childhood Australia’s Code of Ethics and social and cultural responsiveness and provides high quality care and educational programs delivered to each individual child. The centre employs educators who are skilled, passionate and supportive childcare facilitators.



C JOB PURPOSE
Define Role here
	The Primary objectives of the Teaching Director position are to lead the early childhood education program and manage the daily operations of the Child Care Centre. The Director will lead, guide and support staff ensuring that the centre provides high quality early childhood education and care in accordance with the Early Years Learning Framework and the Education and Care Services National  Regulations, 2014.



D RELATIONSHIPS
	In order to ensure best practice and quality service delivery is provided within WA this position must maintain and develop networks and relationships within the sector.  These may include:
· Parents/families
· Staff
· Senior Management Team
· Local Primary schools
· Generic service providers
· Local community contacts 
· Local councils
· Government Regulatory Bodies
· Funding sources
· Representative organisations




E JOB REQUIREMENTS
	Key Result Area 1
	Children and Families

	KEY TASKS (Numbered) 
1. Lead and develop the centre’s early childhood education program. 
2. Develop positive and open professional relationships with families, children and staff.
3. Form relationships with children that are comforting and nurturing allowing them to feel safe, secure and supported. 
4. Ensure that the children are safe and adequately supervised at all times. 
5. Ensure all new enrolments are given a complete orientation to the centre. 
6. Ensure that all staff are aware of children’s additional needs/ requirements/diet/allergies/ special needs/custody arrangements. 
7. Share information with families in relation to their child and the daily activities of the centre. 
8.  Create a safe, supportive and informative environment for families. 
9.  Provide information and resources to families. 
10.  Encourage families to participate in centre decision making, policy revision and program experiences. 
11. Liaise with families if there is a complaint and fill in appropriate documentation. 
12. Give parents information about the educational development of their child.
13. Build positive relationships to ensure effective marketing outcomes. 

Key Performance Indicators- for the tasks (Numbered)
1. Early education program supports learning and development as reflected in the achievement of children’s learning outcomes. 
2. Obtain feedback from families regarding their personal experiences.
3. Regular staff meetings are held and documented.
4. Increase in attendance.
5. Children are supervised in accordance to ratio requirements. 
6. Orientation/induction paperwork is stored on child’s file.
7. Diet/allergy requirements or children are displayed clearly in the centre, whilst maintaining privacy and confidentiality.
8. Ensure that the centre visually is a welcoming space.
9. A suggestions box is placed in a convenient spot for parent and caregivers to participate and make suggestions for improvement of the centre.
10. All complaints will be followed up and documented.
11. Parent’s receive regular portfolio’s/reports of child’s activities and educational progress.




	Key Result Area 2
	Staff

	KEY TASKS (Numbered) 
1. Provided effective support, guidance and mentoring to staff members of the centre.
2. Perform staff induction as required ensuring all new staff are given a complete orientation into the centre.
3. Ensure rosters and staffing of the centre are well organised and correct child to staff ratios are maintained. 
4. Managing and guiding staff with their professional development, training, individual goals and performance.  
5. Ensure that all staff provide a supportive educational environment.  
6. Develop and promote a healthy team environment with staff encouraging positive channels of communication.  
7. Lead, guide, support and oversee staff to plan, implement and evaluate programs that meet the individual needs and interests of children and the National Quality Standard.
8. Lead, guide and support staff to create a safe, supportive, stimulating and educational environment for the children in line with the Early Years Learning Framework (EYLF).  
9. Lead guide and support staff on a day to day basis ensuring staff are consistently fulfilling all daily responsibilities as per their shift roles and responsibilities (e.g. cleaning, setting up the room etc.). 
10. Ensure staff are receiving professional development and relevant training. 
11. Ensure staff maintain positive and professional relationships upholding good customer service in relation to the children, their families and any other stakeholders of the centre.  
12. Ensure staff are aware of their obligation to complete all forms and mandatory documentation as per policies and procedures. 
13. Hold regular staff meetings to facilitate effective communication, staff development and decisions on management and running of the centre. 
Key Performance Indicators- for the tasks(Numbered)
1. Annual performance appraisals are completed in a timely manner. 
2. Rosters are displayed clearly in the lunchroom. 
3. Perform annual performance appraisals/ staff training sessions/days.
4. Children’s portfolios reflect that the children continue to develop and grow educationally. 
5. Documented regular staff meetings where staff can voice thoughts, suggestions, issues and concerns. 
6. Programs are developed and carried out in conjunction with the National Quality Standards and in line with the Early Years Learning Framework.
7. Training attendance records and certificates are maintained in personnel files stored with HR.
8. Staff have access to mandatory reporting forms and have signed policies to state competence in using them.




	Key Result Area 3
	Administration and finance

	KEY TASKS (Numbered) 
1. Manage the centres budget and expenditure within the budget framework ensuring the centre stays within allocated yearly budget.
2. Create and implement strategies towards increasing child numbers to ensure the centre is running at capacity.
3. Have an understanding of Child Care Benefits and how they apply to the centre.
4. Continually develop best practice administrative functions within the centre.
5. Liaise with parents with respect to fee enquiries. Communicate openly with parents to give ample forewarning of any changes in fees.
6. Effectively manage time to ensure all roles, responsibilities and administrative tasks are kept up to date and are implemented effectively.
7. Ensure staff first aid certificates are regularly reviewed and renewed before they expire. 
8. Ensure all staff documents, certificates and communications are returned to HR for safe keeping in staff personnel files.
9. Ensure that the CEO is informed of any issues  which would affect the children or the smooth running of the centre.
10. Develop and implement the centre’s programs, systems and operational processes to ensure the successful running of the centre.
11. Ensure reporting requirements are monitored, maintained and completed on time.
12. Maintain and develop positive relationships and effective communication with the centre’s suppliers.

Key Performance Indicators- for the tasks (Numbered)
1. Regular reports to CEO and Corporate Services Manager regarding the allocation of funding towards resources and equipment.
2. Increase in attendance of children to the centre.
3. A copy of letters sent to parents regarding any changes in fees are kept on children’s files as a record.
4. Daily duties and responsibilities are listed, dated and marked off on a chart once completed.
5. Maintain up-to-date records of all staff first aid certificates.
6. All staff documents, certificates and communication are sent to HR for filing.
7. CEO and WHS Coordinator are informed of any WHS concerns that arise and a ‘near miss/incident report’ is filled out and submitted.
8. Monthly reports are completed and submitted in a timely manner to the CEO.




	Key Result Area 4
	Work Health and Safety

	KEY TASKS (Numbered) 
1. Administers first aid and medication in compliance with policies and procedures as well as the WHS Act 2011 and any relevant Child Care legislation.
2. Responsible for the routine monthly audit and replenishment of the center’s first aid kit
3. Maintain a clean and safe work environment while complying with all WA policy and procedure.
4. Ensure all workplace accidents and hazards are reported and a risk assessment is completed for any identified hazards as soon as possible after being identified. This included external risk assessments when excursions take place.
5. Ensure staff have up to date information and training in regards to WH&S and are consistently abiding by these practices within the workplace.
6. Ensure emergency evacuation plan is in place and drills are practiced regularly and documented. This is to be conducted as per the policy and regulations.

Key Performance Indicators- for the tasks(Numbered)
1. Detailed Incident reports will be made for any injuries incurred by staff or children
2. First Aid Kit is up to date and replenished as products are used
3. Compliance legislation is displayed clearly in the centre.
4. Detailed Incident reports will be made for any injuries incurred by staff or children. 
5. Fire drills are carried out and documented on a regular basis.




	Key Result Area 4
	Child Protection

	KEY TASKS (Numbered) 
1. Comply with child protection policies, procedures and legislation.  
2. Inform the CEO of all allegations or convictions of a child protection nature as you become aware of them.
3. Work in collaboration with the Community Initiatives team to identify families in need of this service.
4. Ensure that probity checks are completed for all employees/ volunteers and contractors.
5. Ensure compliance as a mandatory reporter.
Key Performance Indicators- for the tasks (Numbered)
1. Compliance audits are maintained at regular intervals. 
2. Communication between Community Initiatives employees and families is kept on record in Child’s personnel file.
3. Mandatory reporting is documented and carried out when necessary.



	Key Result Area 5
	Senior Management and Maintenance of Centre

	KEY TASKS (Numbered) 
1. Responsible for ensuring all equipment is maintained and in good working order.
2. Follow housekeeping practices to ensure that the indoor and outdoor environments are maintained and are clean and safe.
3. Notify the CEO of any large scale maintenance concerns.
4. Attend Senior Management meetings and complete minutes where required.
5. Attend after hours board meetings when required including producing a monthly board report.
6. Responsible for the creation and editing of Child Care policies and procedures in accordance to quality framework requirements.
7. Assist in the internal auditing of the child care centre. 
8. Lead and prepare for the external accreditation process completed by ACECQA (Australian Children’s Education and Care Quality Authority). 

Key Performance Indicators- for the tasks(Numbered)
1. Regular audits are completed and documented.
2. Reporting to CEO and other relevant parties is completed for site or equipment issues
3. Attendance of scheduled senior management and board meetings
4. Policy and procedures are created and edited to ensure compliance.   
5. Effective prepares and assists in internal audits. Acts on improvement matters. 
6. Child Care Centre obtains accreditation.




	Key Result Area 5
	Adherence to Company Policies and Procedures

	Performance Indicators

	· Adhere to and demonstrate commitment to company HR policies and procedures as varied or created by WA from time to time.
· Adhere to and demonstrate commitment to company WHS policies risk management framework and safe working practices as dictated and a varied or created by WA from time to time.
· Adhere to working conditions as stipulated in employment contract.
· Demonstrate adherence and commitment to meeting all key result areas of position description.
· Adhere to all relevant employment legislation as dictated by state and federal legislation inclusive of WHS Act 2011 and its regulations.
· Ensure all activities comply with WA & funding bodies policy and relevant legislative and regulatory requirements ensuring no nonconformance reports.
· Ensure that staff comply with the National Quality Standards and Education and Care Services National Regulations 2014.
· Ensure staff to child ratio’s and staff qualifications are maintained and up to date.
· Work in accordance with the Code of Ethics of Early Childhood Australia.
· Implement and undertake the role of responsibility of the Nominated Supervisor as detailed in the Education and Care Services National regulations 2014. 



	
F. RECRUITMENT INFORMATION
(The essential knowledge, experience, skills and personal attributes required for the position)
	COMPETENCY AND SELECTION CRITERIA REQUIREMENTS

	1
	Bachelor of Education/Teaching (Early Childhood) or equivalent 

	2
	Relevant experience, knowledge and skills to be the Centre’s  Nominated Supervisor

	3
	Effective leadership and the ability to guide a diverse team in providing a high quality early childhood education program 

	4
	A thorough understanding of the Early Years Learning Framework and Education and Care Services National Regulations 2014

	5
	Experience and knowledge of National Quality Framework and accreditation process

	6
	Experience working in a culturally diverse community would be highly desirable

	7
	Strong communication and conflict resolution skills and the ability to work as part of a team

	8
	Commitment to WA Mission, Vision and Values 

	9
	Current First Aid Certificate, CPR and Asthma and Anaphylaxis Management



G. EXPERIENCE AND REQUIREMENTS

	· You may need to perform other reasonable duties which are not listed in this position description from time to time to meet our business and operational needs
· You may be required to travel with notice to fulfill your duties.
· A commitment to the principles of quality assurance and continuous improvement
· Responsible for engaging in discussion about and helping to create and sustain a culture of continuous quality improvement. 
· Identify improvement opportunities, ideas and suggestions for quality improvements



Approval
	Chief Executive Officer
Pam Batkin



	CEO Signature and Date




	Employee Name




	Employee Signature and Date




	General Manager Human Resources
Veronique Besnard
	General Manager Human Resources 
 Signature and Date
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