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Primary Functions

· To develop, implement and display an appropriate program suitable for children aged 0 to 6
· To ensure compliance with the Children’s Services Regulations and Occupational Health and Safety guidelines by all childcare staff and volunteers

· To ensure adequate childcare educators/staff are employed to meet regulations regarding staff to child ratios, including the organising of replacement staff as necessary

· To supervise childcare staff, volunteers and students on placement to ensure a safe and welcoming environment for the children in care 

· To liaise with the Manager and the Committee of Management as required regarding any concerns as to the health and wellbeing of the children in care.

· To ensure appropriate records are kept to comply with the Children’s Services Regulations

· To oversee the bookings and payments for childcare through Xplor.
Qualifications and Other Mandatory Requirements

· Diploma of Children’s Services

· Level 2 First Aid Certificate – including emergency asthma and anaphylaxis management

· Working with Children Check.

· National Police Record Check

· Child Safety and Mandatory Reporting as per NQF regulations

· Mandatory Reporting

· Foundation of Child Safety as per ECEC/NQF regulations

Knowledge and Experience

· An understanding of the social, recreational, educational emotional and safety needs of children aged 0 to 6.

· Ability to interact well with children and organise appropriate age related activities

· Proven ability to communicate with children, parents, staff, volunteers and Committee of Management

· Experience in supervising childcare staff and volunteers

· Current knowledge of the Children’s Services Regulations

· Good organisational skills in particular with record keeping

· Understanding of privacy principles and 
· Experience of community childcare

· Knowledge of XPLOR booking system

· Xplor Booking System

Extent of Authority

· The Childcare Coordinator is accountable (as with all staff at Mitcham Community House) to the Committee of Management through the House Manager. 

Conditions and Terms of Employment
· This position is a permanent part-time position with a probationary period of 3 months.  Hours per week are subject to sufficient funding.

· Employment is under the Neighbourhood Houses and Adult Community Education Centres Collective Agreement 2024
· Working hours, pay and conditions as per contract

· Participation in an annual Staff Appraisal is required
· Appropriate professional development will be offered in consultation with the House Manager and in line with the annual House Budget.

Key Responsibilities
Childcare Program

· Ensure that all aspects of the childcare program comply with the Children’s Services Regulations and policies of Mitcham Community House

· Develop, implement and evaluate a developmentally appropriate program of activities in consultation with other childcare staff which is displayed in the childcare room

· Maintain supervision of the children, ensuring that no child is either inside or outside without direct supervision.
· Attend to hygiene, toileting and feeding needs of the children as required including the changing of soiled nappies.

· Feed babies and other children only with food and drink provided by the parents.

· Ensure time is allowed for setting up before each session and cleaning up after each session, inside and outside. At end of each session- vacuum carpeted floor; clean hard floor; disinfect chairs, tables, all bench surfaces and change mat; tidy the childcare room and playground; store toys and equipment; turn off air-conditioner, fans and lights; and lock cupboards, windows and doors.

· Organise the purchase of supplies in conjunction with office staff.

· Report in confidence to the House Manager any case of suspected child abuse in accordance with the Child Safe Policy.

· Follow the guidelines set out in the Childcare Behaviour Management Policy and ensure that childcare staff, volunteers and students on placement abide by the guidelines.

· Manage complaints as per the Children’s Services Complaint Handling Policy.

· Liaise with families as required regarding the care of their children, payment of fees and important information such as infectious disease, forthcoming events, changes in staff and policy changes

Administration

· Ensure enrolment forms are completed and up to date, particularly regarding lawful authority (and custody orders if appropriate) 

· Ensure that all children attending childcare are signed in and out 

· Check through Xplor that all childcare fees have been paid

· Ensure that all appropriate records as required by Department of Education and Training are kept and maintained in good order

· Policies available on website for perusal by parents

· Ensure that the policies and procedures of the Children’s Service and Mitcham Community House are adhered to

· Know/understand Xplor - onboarding, booking, fees etc.

Staff, Volunteers and Students on Placement

· Organise staff roster ensuring that there is the correct staff to child ratio as per the Children’s Service Regulations

· Provide orientation to new childcare staff, volunteers and students on placement and to ensure that they comply with the Children’s Services Regulations and policies of Mitcham Community House

· Supervise childcare staff, volunteers and students on placement

Occupational Health and Safety

· Arrive 15 minutes before children are due to arrive and during this time a safety check will be undertaken of the indoor and outdoor areas

· Ensure that a safe environment is maintained for both staff and children at all times.  Any concerns about safety are to be reported immediately to the Manager

· Develop, display and implement emergency evacuation procedures (including fire drill) in conjunction with the Manager
· Ensure staff and children wear appropriate Sunsmart hats when outside from 1st September to 1st May in accordance with the Sunsmart Policy

· Make sure that the internal childcare door is fully closed at all times. Parents are to ring the doorbell for admission.

· Only hand over a child to a person who is authorized to on the enrolment form to collect the child. If forced to do so, contact the police immediately when it is safe to do so.

· Work safely, being aware of tripping hazards, when picking up children or objects from the ground, working at low levels or changing nappies.  Become familiar with Children’s Services-Occupational Health and Safety Compliance Kit

· Report all incidents to the Manager and complete incident reports and in consultation with the Manager and send to the Department of Employment and Training as required

Committee of Management and Childcare Subcommittee

· To write a report for the Committee of Management meeting as required, usually each term and annually
· To participate on the Childcare Subcommittee

Other 
· Other duties consistent with the position as directed by the Manager.

· Giving unpaid time/volunteering is not a requirement or expectation of working at Mitcham Community House but staff are invited to help out on a voluntary basis.  While attending social functions and fundraising events is welcome it is not a requirement of the position.

· If authorized by the Manager/Committee of Management to attend functions, events, meetings or professional development outside of normal working hours, overtime will be paid in accordance with the Paid Overtime and Time Off in Lieu Overtime Worked Policy.
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