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As the Director and Nominated Supervisor, you are expected to oversee the operations of the 
service and to lead, guide, and support a team which provides high quality early childhood 
education and care to children.  You will report directly to the College Principal and liaise with 
the Business Manager/Chief Operations Officer and Head of Jewish Studies in the Early 
Learning Centre. It is important that the Director manages and engages with all staff in order to 
motivate, lead and provide the Centre with vision. The Director, while having ultimate 
responsibility for compliance and implementation of the Early Learning programme, works in full 
liaison with the Head of Jewish Studies, who has complete authority over the Jewish Studies 
staff and the implementation of the Jewish programme and Jewish (Chabbad) ethos of the 
centre. 

This includes: 

▪ Developing relationships that support and partner with families 

▪ Ensuring the service is compliant with the Education and Care Services national law and 
regulations and other relevant legislation 

▪ Ensuring that the policies of the organisation are implemented 

▪ Ensuring the organisation’s Quality Improvement Plan is implemented and that the 
organisation works towards exceeding the National Quality Standard for Early Education and 
Care 

▪ Ensuring that the service and staff acts on the organisation’s commitment to continuous 
improvement wherever possible 

▪ Through the Head of Jewish Studies, ensuring that the Jewish and Chabbad ethos of the 
College is implemented throughout The Early Learning Centre. 

 
Director Responsibilities and Reporting Requirements 

▪ Fortnightly meetings with the College Principal (more frequently if necessary) 

▪ Fortnightly meeting with Educational leaders; Senior Management 

▪ Regular monthly staff meetings with all staff (Jewish Studies and General Studies staff) 

▪ Weekly meetings with the Head of Jewish Studies 

▪ Monthly Board Reports (through College Principal) 

▪ Monthly update of security and safety procedure e.g. fire drills 

▪ Development of monthly menus (if needed) 

▪ Monthly review and update of centres QIP 

▪ Yearly review of Policies 

▪ Development of new policies as they arise 

▪ Planning and organisation of Professional Development for staff 

▪ Organise events at centres from yearly events calendar 

▪ Liaise with relevant Administrative staff/personnel on Centre funding and create 
spreadsheets for management and expenditure of all funding 

▪ Development of staff handbooks and issue of handbooks with staff orientation 

▪ Interview all new families and issue with centre Information Package 

▪ Update of all contact details for classes and families (photography lists, allergy and asthma, 
family contact detail, email list etc.) 

▪ Staff rosters and replacement of staff for illness and holidays 
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▪ Interview of new full-time, part-time and casual staff and updates of all staff information 

▪ Review the daily operations and programme in Early Learning and implement innovative, 
engaging and creative programmes in the general Studies division 

▪ Conduct an annual review of General Studies staff and follow through on improvement 
targets with staff, where relevant. 

 

Hub Hello Recording 

▪ Submitting weekly attendances every Friday 

▪ Recording all students’ leave 

▪ Recording students’ extra days attendance 

▪ Checking for special / extra funding for students (e.g. JET) 

▪ Checking on student vaccinations. 

 

Payroll 

▪ Collating and submitting details of Casuals for payment purposes 

▪ Signing off on timesheets for casuals 

▪ Advising accounts office of staff leave and overtime. 

 

DUTIES 

 

General Responsibilities  

▪ Take on all duties and responsibilities of the Nominated Supervisor; 

▪ To oversee the operations of the centre, together with the Head of Jewish Studies, who has 
responsibility for the implementation of the Jewish Studies programme and the supervision 
of the Jewish studies staff 

▪ To work in accordance with the requirements of the Children (Education and Care Services 
National Law Application) Bill 2010, Education and Care Services National Regulations and 
the National Quality Standard for Early Education and Care 

▪ To be the responsible person in charge of the service and in absence ensure that another 
responsible person (as defined by the National law) is in charge of the service 

▪ To work in accordance with the Code of Ethics of the Early Childhood Australia 

▪ To implement the service’s philosophy in undertaking all other duties 

▪ To comply with the policies and procedures of the organization. 

 

Educational Programme and Practice 

▪ Facilitate the successful implementation of the Early Years Learning Framework (EYLF) 

▪ Ensure the early childhood program meets the goals of the EYLF to help children develop:  

- A strong sense of their identity 

- Connections with their world 

- Strong sense of wellbeing 

- Confidence and involvement in their learning 

- Effective communication skills. 

▪ Ensure the service facilitates a play-based learning environment and develops learning 
programs responsive to children’s ideas, strengths and abilities 
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▪ Implement inclusive practice and lead an environment which honours diversity 

▪ Be proactive in ensuring currency in best early childhood practice 

▪ Conduct Annual Review of each staff member, identifying strengths and improvement 
targets 

▪ Consistently work to improve daily programmes, activities, specialist sessions and staff 
delivery 

▪ Work collaboratively with the Head of Jewish Studies in the implementation and delivery of 
the Jewish Studies programme and assists the Head of Jewish Studies to ensure the Jewish 
ethos of College permeates all aspects of Early Learning. 

 

Children’s health and safety  

▪ Ensure that the children are safe and adequately supervised at all times 

▪ Ensure compliance as a mandated reporter in accordance with the organisation’s child 
protection policy 

▪ Be responsible for the protection and rights of children attending the service 

▪ Ensure that the environment is safe, supportive, stimulating and educational for children 

▪ Ensure all staff are aware and respond positively and consistently to children’s additional 
needs/ requirements – diet/allergies, developmental etc. 

▪ Ensure a high standard of hygiene in compliance with procedures and policies 

▪ Administer first aid or medication in compliance with procedures and policies 

▪ Ensure the service’s Child Protection Policy is implemented:  

- Assist the management committee to comply with child protection in the workplace – 
responding to allegations of reportable conduct against employees 

- Inform the management committee of all allegations or convictions of a child protection 
nature against an employee, of which you become aware 

- Ensure the recruitment process includes the compliance with the Working with Children 
Check Guidelines.  

 
Physical environment  

▪ Resource the centre with appropriate equipment and ensure the team maintain the 
aesthetics of the environment 

▪ Facilitate timely repairs and maintenance 

▪ Ensure effective processes are in place to meet WHS requirements 

▪ Ensure the service strives towards environmental sustainability in all areas.  

 

Staffing Management and Engagement  

▪ Ensure staff have a working knowledge of the Regulations and National Quality Framework 
and meet these guidelines in their work practices 

▪ Lead the Professional Development Program within the service, in liaison with the Head of 
Jewish Studies 

▪ Ensure staff qualifications and ratios meet the needs of the centre in accordance with the 
National Regulations and National Quality Framework 

▪ Contribute positively and effectively to the team environment 

▪ Support and supervise all centre staff and ensure daily organisation of staff 
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▪ Promote a healthy team environment and develop positive channels of communication to 
ensure a smooth running centre 

▪ Lead, guide and support staff to plan, implement and evaluate programs suitable to the 
individual needs, emerging skills and interests of children 

▪ Lead, guide and support staff to create a safe, supportive, stimulating and educational 
environment for the children 

▪ Lead, guide and support staff to maintain ongoing records of the child’s development and 
daily information 

▪ Conduct regular staff appraisals/reviews of General Studies teachers (Jewish Studies 
teachers will be appraised by the Head of Jewish Studies) and support development of plans 
which will extend staff abilities and practices 

▪ Attend staff meetings, family meetings and management meetings as required. 

 

Work Health and Safety 

Implement the organisation’s Work Health and Safety policy: 

▪ Ensure policies and procedures are implemented as per the Workplace Health and Safety 
Injury Management System 

▪ Investigate workplace hazards and ensure corrective actions are implemented 

▪ Ensure areas of responsibility comply with WHS legislation and injury management policies 
and procedures 

▪ Provide a consultative process for communication of WHS information allowing employee 
input into WHS issues 

▪ Ensure staff are appropriately trained in WHS, standard work method statements and risk 
assessment 

▪ Ensure standard work method statements are reviewed annually 

▪ Provide advice and assistance on WHS issues within the service and ensure workplace 
inspections are carried out as per policy 

▪ Monitor contractor performance within service 

▪ Report WHS achievements and activities as required and keep all necessary record keeping.  

 
Relationships with children  

▪ View and respect children as competent and capable 

▪ Promote positive, comforting and nurturing relationships with children 

▪ Ensure programs reflect emerging skills and interests of children 

▪ Ensure documentation of children’s learning is professionally presented and an authentic 
representation of children’s growth and development 

▪ Ensure that staff provide a supportive educational environment.  

 
Collaborative partnerships with families and communities  

▪ Promote clear communication between the management team and staff and families 

▪ Build effective networks with early childhood practitioners within the local area and other 
relevant community organisations and government agencies 

▪ Ensure Centre is knowledgeable and sensitive to the needs of families/community 

▪ Develop and maintain positive relationships with families 

▪ Share information with families relating to their child and the daily activities of the centre 
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▪ Create a safe, supportive and informative environment for families 

▪ Act as a resource person for families 

▪ Encourage families to contribute to the community of the Centre  

▪ Manage information which assists families to access resources within the local and wider 
community 

▪ Be an advocate for high quality services for children in our community 

▪ Build social capital by promoting community participation in decision making 

▪ Manage events and experiences with children which promote awareness of our community 
and reflect child-centred learning 

▪ Ensure students on placement are positively welcomed, supported and effectively 
supervised 

▪ Implement evaluation strategies (e.g, satisfaction survey) to determine parents and/or 
community views to use for future planning. 

 

Leadership and service management  

▪ Oversee the service’s compliance with the requirements of the Child Care Management 
System, approval as a service which can receive Child Care Benefit on behalf of clients, 
Inclusion Support Subsidies, JETCCFA, Subsidies, State Government Funding/SCAN 
funding and any other government funding received. [Delete those not applicable] 

▪ Submit regular reports to the management committee on the operation of the service 

▪ Participate in the preparation of the annual budget, and provide information and guidance 5 
the management committee on budget preparation and allocation 

▪ Be conversant with the service budget and take all steps to ensure compliance with that 
budget 

▪ Ensure that the Management Committee is informed of current issues within the service 

▪ Ensure the Management Committee is informed of any problem arising, which would affect 
the children, service approval or rating, regulatory and legal compliance or the smooth 
running of the service 

▪ Lead the service in advocacy for children and their families 

▪ Positively promote and market the centre including to governments and other agencies, and 
facilitate staff involvement in promotional activities 

▪ Attend management committee meetings 

▪ Ensure effective enrolment procedures and bookings 

▪ Have a sound knowledge of child care benefit and an ability to report through the Child Care 
Management System 

▪ Understand processes to access additional funding and/or subsidies 

▪ Monitor Centre’s financial performance and make necessary adjustments to ensure 
compliance with centre’s financial plans 

▪ Closely monitor utilisation rates and ensure vacancies are addressed immediately 

▪ Prepare reports, documents and attend meetings as directed 

▪ Organise documentation of meetings held within the service 

▪ Be aware of and develop skills relating to administrative functions of the service.  
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Education 

▪ Diploma in Children’s Services / Degree in Early Childhood Teaching or equivalent 

▪ Current First Aid Certificate, Anaphylaxis and Asthma Management Training 

▪ Clear Working with Children Check 

▪ DEC approved Child Protection Training Certificate 

▪ Acceptance of role of Nominated Supervisor under the Children (Education and Care 
Services National Law Application) Bill 2010 and Education and Care Services National 
Regulations 

 

References  

▪ Children (Education and Care Services National Law Application) Bill 2010 - 
www.legislation.nsw.gov.au/sessionalview/sessional/act/2010-104.pdf 

▪ Education and Care Services National Regulations - 
www.legislation.nsw.gov.au/sessionalview/sessional/subordleg/2011-653.pdf  

▪ National Quality Standard for Early Education and Care - (Schedule 1 of the Regulations)  

▪ Code of Ethics Early Childhood Australia - www.earlychildhoodaustralia.org.au/code_of_ethics/ 
early_childhood_australias_code_of_ethics.html  


