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	REPORTS TO 

Director, System Performance
	DATE LAST UPDATED
July 2012


CONTEXT
The Catholic Early Learning Centre (pre school) Director works within the Catholic Early Learning Centre at Blessed John XXIII Parish, Stanhope Gardens.

Catholic Early Learning Centres deliver preschool services in accordance with the required care and educational programs on an inclusive basis to teach, facilitate and guide young people’s learning based on Christian values in the Catholic tradition in a multi-denominational pre-school setting.  CELCs work with key Catholic Education Office staff to ensure efficient operation of the preschool facility and to maintain ongoing registration of the preschool.
ACCOUNTABILITIES
This position supports the system strategic intents of improving learning outcomes for all students and promoting a professional and rewarding working life for teachers.

Key accountabilities are:
· Lead positive, productive and respectful relationships with children and adults;

· Lead and motivate staff in the provision of a quality preschool program and service in a cooperative and caring team environment;
· Effectively plan, coordinate, control and participate in and lead the day-to-day operations of the CELC while ensuring good stewardship of assets and budget;

· Lead and engage in critical reflection and evaluation in order to plan and implement an innovative, relevant educational program for young children within a well organised and aesthetically pleasing environment;

· Lead and engage in professional learning in order to keep up to date with current and well-founded early childhood research, theory and practice;
· Lead, establish and maintain a collaborative relationship with those in the Education Precinct as part of the broader professional learning community.

REQUIREMENTS FOR THE ROLE
· Support of Catholic ethos with a strong commitment to the Catholic faith 
· Knowledge of current early childhood research, theory and practice;

· Strong commitment to the provision of quality child care services;
· Demonstrated ability to teach and nurture in a way that reflects an understanding of contemporary learning research and theory (and its impact on innovative practice in early childhood education);
· Experience and demonstrated skills in coordinating, implementing and leading quality child care programs based on the pedagogical principles and intentions of the Reggio Emilia approach for children aged 3 to 5 years;
· Demonstrated ability to effectively lead, manage, develop and motivate staff;

· Effective communication, report writing, problem solving and organisational skills;
· Skills in child care administration and operational systems;
· Computer literacy, including the Microsoft Office suite (Outlook; Word; Excel) and child care management software applications such as HubWorks;
· Experience in budget preparation and the financial management of a preschool;
· Knowledge of  National and State Codes of Practice and standards affecting services, including the new National Quality Framework, for children aged 3 to 5 years;
· Sound knowledge of NSW Curriculum Framework and the national Early Years Learning Framework for early childhood; 

· Good understanding of DoCS / DEC regulations and licensing requirements, and the Early Childhood Australia Code of Ethics;
· Understanding of the issues related to disadvantaged families, including Aboriginal and Torres Strait Islander families and families of a non-English speaking background;
· Sound knowledge of OH&S in a preschool environment;
· Four year degree in Early Childhood Education;
· Current Senior First Aid Certificate and current class C driver licence.
FUNCTIONS
· Support of Catholic ethos; 
· Foster Gospel values and act according to Catholic ethos;
· Professionally lead by good example and manage the day-to-day operations of the preschool, including: staffing, rosters and timesheets, staff induction, staff dress code, OH&S, preschool programming, enrolment and attendance records, waiting list, cancellations, fees collection and receipting, finance, funding requirements, operational procedures, dissemination of information, reporting, purchasing, stewardship, custody and control of assets;
· Active involvement in the planning, development, monitoring, evaluation and appropriate adjustment of  programs, to assure a wide variety of activities and a quality preschool service;

· Foster an enthusiastic  and caring teamwork approach and  delegate duties to staff members as appropriate and necessary to achieve objectives within appropriate time frames;
· Work with staff members and other CELC Directors in providing a CELC environment where new ideas are welcome and encouraged and where there is a high degree of enthusiasm and teamwork;
· Implement and maintain the appropriate risk management and OH&S policies and procedures and emergency procedures to ensure the health and safety of  the children, staff  members and visitors of the preschool;
· Adhere to our Child Protection Policies and relevant government regulations and maintain up-to-date records of staff in-service;  
· Respond appropriately to accidents or emergencies and administer First Aid as appropriate;
· Record incidents and medications in terms of policies and procedures,  monitor recordings and manage the safe custody and control of  medications out of reach of children and to prevent any unauthorised access;
· Maintain a behaviour management policy that promotes a safe environment;
· Provide feedback to parents/carers where appropriate on their child’s participation at the preschool;
· Ensure all appropriate records are accurately maintained up-to-date and kept confidential and comply with Privacy legislation requirements;
· Liaise closely with the Parish Primary School Principal and staff , Parish Priest and Parish community at Stanhope Gardens precinct to foster a cooperative and productive partnership; 
· Identify and implement promotional opportunities for the centre and include monthly news updates in the parish primary school newsletter; 

· Recruit staff members within approved staffing requirements in accordance with staff policies and protocol of Catholic Education Diocese of Parramatta;
· Comply with and ensure application of Catholic Education Diocese of Parramatta  policies and procedures;
· Maintain knowledge and understanding of the priorities and strategic intent of the Catholic Education Diocese of Parramatta system of schools; 

· Undertake development and review processes;
· Complete other duties as required by the Director, System Performance and by the Executive Director of Schools
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