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EMPLOYEE JOB DESCRIPTION

WEEDEN HEIGHTS/HOLY SAVIOUR OUTSIDE SCHOOL HOURS CARE PROGRAM

JOB DESCRIPTION: 
COORDINATOR 

1.  Objective 

The effectiveness of the Coordinator is essential to the success of the Outside School Hours Care Program. The Coordinator is expected to work in conjunction with the School Council and the Outside School Hours Care Committee and also in accordance with the School Council Outside School Hours Care Operation Manual. 

2.  Expectations. 

· A sensitivity to children's needs. 

· An understanding of how children develop and learn 

· An ability to communicate effectively with children and adults. 

· An ability to organise stimulating and worthwhile programs and activities. 

· A creativity and resourcefulness with materials and equipment. 

· An ability to organise and supervise staff. 

· An ability to accurately record information and keep proper records. 

3.  Hours of Duty 

Between 7:30 a.m. and 9.00 a.m.

Between 3:00 p.m. and 6:30 p.m.

6 hours per fortnight for preparation and administration. 

Other hours as agreed upon in writing between the School Council and the employee.

On the last day of each school term in the afternoon to commence at 2:00 p.m.

On Curriculum Days 8am-6pm provided numbers are greater than 15.

4.  Duties 

To provide the overall direction and coordinate the daily operation of the program in accordance with the Outside School Hours Care Policy. Specifically this involves:

· Preparation and implementation of the weekly planning sheet.

· Planning and coordinating activities which are inclusive of all children

· Designing programs which are fun and stimulating for children and which provide developmentally appropriate activities.

· A flexible approach is taken that allows opportunities for children changes to programmed experiences according to their needs and interests

· Weekly programs to be displayed for children and parents to see

· Undertaking the professional care of children in safe and secure conditions.

· To ensure confidentiality at all times.

· To maintain an attendance roll, medical records and accident reports and the names and addresses of emergency contacts for all the children enrolled in the program.

· Initiate surveys and provide avenues for easy feedback for children, parents and staff

· Reinforcing Weeden Heights values in all areas with staff, children and families

· Preparation and management of a computer database containing details of all children participating in the program.

· Submitting term claim forms to the appropriate agency prior to the commencement of the subsequent term.

· To attend and report to the After School Hours Sub-Committee of the Council and or the Principal.

· To implement decisions made by the Committee and/or the Principal.

· To provide responsible direction to other childcare workers employed by the School Council.

· To report any damage or loss to buildings or equipment to the Principal immediately.

· To liaise and cooperate with the Commonwealth Department of Family and Community Services and the Pre-School and Childcare Unit of the State Department of Human Services as required.

· Be responsible for the health, well being and safety of children that come from and depart to Holy Saviour Primary School.

· To purchase the provisions including food and materials for the program.

· To ensure that all facilities used by the program are left clean and tidy.

· To undertake Professional Development.

· To provide firm and consistent discipline practices in accordance with the School Policy.

· Learn the children’s names interact and have fun with the children

· Ensuring children are considerate and supportive of each other

· Children’s special interests, talents and range of abilities are recognized

· Ensuring children are always visible and appropriately supervised

· Ensuring children are handled correctly and no inappropriate physical contact is used

· Ensuring staff are well presented at all times

· Ensuring staff are friendly and greet children and parents by name

· Include staff in decision making and program planning

5 Health, Nutrition and Well being

· To promote healthy eating choices for the children

· To conduct program reviews for safe food handling and hygiene practises

6 Safety and OSH Requirements

· To implement student behaviour and discipline polices that are understood by the children 

· Train assistants and delegate responsibilities so assistance can cover your duties if needed

· Put procedures in place to ensure all staff are aware of their requirements pertaining to each child ( i.e register, allergy, notice board )

· First aid kit is available , properly maintained and awareness of evacuation procedures and fire alarms

· Ensure all staff are aware of the contents of Weeden Heights OHS manual

· Ensure everyone is made aware of any OSH issues prior to the program commencing

6.  Qualifications 

The following qualifications are prerequisites for the position of Program Coordinator:

· In accordance with the National Standards of OSHC it is preferential that the coordinator of both Before and After School Care has a degree in teaching or an associate diploma in child care or youth recreation and /or extensive experience working with children

· A current police check

· Level 2 First Aid Certificate. 

· Level 1 & 2 Food Handling

· Any qualifications which in the opinion of the School Council are proper and adequate for the position of program Coordinator. 

6.  Termination of Employment 

· Thirty days written notice by the employee to the School Council 

· The School Council retains the right to terminate the employment of the Coordinator if she fails to comply with the policy, duties and expectations laid down in this document or the Operations Manual; or in the case of serious misconduct. 

