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Job Description:  Coordinator
The school principal is responsible for all programs within the school.  The co-ordinator of the Out of School-Hours Care Program under the direction of the principal shall –

Program

Plan and implement a program of activities and events which are fun, stimulating and challenging and which meet the children’s needs on a day-to-day basis

Promote a caring environment where children, staff and parents feel comfortable and welcome

Ensure appropriate supervision and care of children at all times

Positively promote the program and the school to the school community

Administration

Ensure that the program is run in accordance with the requirements of School Council

Ensure the program keeps up to date with Community Child Care regulations

Ensure the OSHC subcommittee meets regularly and reports to school council

Maintain individual attendance rolls

Liaise with school admin officers in regard to enrolment details etc.

Be responsible for the OSHC program budget

Co-ordinate professional development

Communicate After School Care information via the newsletter or other appropriate means

Assist in maintaining school equipment and property by informing the Principal of any damage or other related areas of concern

Staff Management

Supervise and support staff

Develop a list of emergency staff [details on emergency staff need to be processed by the school office before being employed]

Allocate duties to other OSHC staff in line with their job descriptions

General Duties

Purchase adequate and appropriate equipment and materials

Purchase and prepare suitable refreshments

Ensure that the premises are left clean, tidy and secure

Administer basic first aid and keep an accident record

Ensure that equipment is used safely and receives regular maintenance

Liaise where necessary with school staff as per responsibilities list
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Job Description: Assistant
Be aware of the role of the coordinator and to support and assist the coordinator:

With the daily running of the program as directed

In promoting a caring environment where children, staff and parents feel comfortable and welcome

In ensuring appropriate supervision and care of children at all times

In positively promoting the program and the school to the school community

With the preparation of suitable refreshments

In ensuring that the premises are left clean, tidy and secure

In administering basic first aid and keeping an accident record

In ensuring that equipment is used safely and receives regular maintenance

To attend sub-committee meetings as appropriate.

In the event of the coordinator being unable to attend, the assistant will assume the role of coordinator for that day, and will be paid accordingly.
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