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	Purpose:
	To ensure management, employees and families working for and using the Centre are informed and made aware of the processes and condition of work requirements.



Policy Statement
Wahroonga After School Care Centre is committed to prioritizing child safety in our hiring process. We aim to employ workers who share our philosophy and vision where children’s safety is paramount.  We guide Educators to enhance and prioritize child safe practices through our regulations standards and policies.  

Procedures:
Recruitment
The Centre is committed to building a diverse and inclusive team. Centre management welcomes and encourages applicants from diverse cultural and linguistic backgrounds echoed in the community. We recognize the benefit and opportunity that this approach brings to the team and families involved in The Centre.

Selection Criteria and Requirements; 

Selection for Senior Management:
The Parent Committee will appoint a selection panel to carry out the process including the advertising of the position, job description, selection criteria and interview process. The Panel will shortlist applicants and arrange the interview questions, conduct the interviews, verify referees and Working with Children’s Check and if successful organise the times and dates of the trials. 
A decision on the applicant will be made in consultation with Centre Management, the educational team and feedback from children. The panel will set the date and finalise the requirements for commencement of employment, orientation and signed work contract.

Minimum requirements of each position will be:
Coordinator/Nominated Supervisor
· [bookmark: _heading=h.xjj0isof1k4k]The Coordinator of the Centre will hold a qualification of a Diploma of Community Services (Children Services), or an Associate Diploma of Child Care, or a degree in teaching, or have a minimum of 5 years’ experience in a senior position of an OOSH Centre.
· Holds a current Working with Children’s Check, Child Protection and First Aid, CPR, anaphylaxis and asthma certificate.
· A person of good character, who is able to demonstrate they have the skills, experience and beliefs that align with the organisation’s child safe values.
· Have a belief and understanding on the Centre’s philosophy.
· Have the ability to effectively supervise and manage an education and care service.
· Have a passion, interest and desire to work with children.
· Have good communicate skills and an ability to converse with adults, children, centre management, Educators and community organisations.
· An ability to supervise, support and manage performance of Educators.
· Have knowledge, understanding and keeps up with changes of all aspects of National Quality Framework and Government Regulations including but not limited to Child Care Subsidy, National Employment Standards, Children’s Service Award and Child Safe Standards.
· Have the ability to lead critical reflection of the Centre’s practices.
· Have the ability to facilitate and run staff meetings. Providing learning opportunities to develop Educator’s skills and knowledge in the industry.

Coordinator/Educational leader 
· The Educational Leader of The Centre will hold a qualification of a Diploma of Community Services (Children Services) or an Associate Diploma of Child Care or a degree in teaching or have a minimum of 3 years’ experience in a senior position of an OOSH.
· Holds a current Working with Children’s Check, Child Protection and First Aid, CPR, Anaphylaxis and asthma Certificate.
· A person of good character, who is able to demonstrate they have the skills, experience and beliefs that align with the organisation’s child safe values.
· Have a belief and understanding on the Centre’s philosophy
· Be able to effectively supervise and manage an education and care service.
· Have a passion for working with children 
· Be able to communicate with adults, children, Centre management, Educators and wider community 
· Be able to supervise, mentor and support Educators.
· Have knowledge and understanding of the requirements and areas of National Quality Framework (My Time Our Place), National Quality Standards and Government Regulations
· Have the ability to ensure children’s learning and development are guided by the My Time Our Place Framework
· Be able to collaborate with Educators to provide program direction and guidance, support Educators to effectively implement the cycle of planning to enhance programs and practices
· [bookmark: _heading=h.4s9g46faroha]Have the ability to lead critical reflection of the Centre’s practices.
· [bookmark: _heading=h.4ikwxcslo316]Have the ability to facilitate and run staff meetings. Providing learning opportunities to develop Educator’s skills and knowledge in the industry.

Responsible Persons  
The Centre Coordinator and Educational Leader will discuss candidates for this position.
A Responsible Person should meet all areas of their current job description and be seen to have leadership qualities including but not limited to being able to communicate both with Educators and Centre Management and have a holistic view of the Centre and its daily practices
· A Responsible Person should have a desire to work and want to be trained in the children’s service industry and be familiar with the National Quality Framework, and My Time Our Place. 
· Have a belief and understanding on The Centre’s philosophy
· Have a current First Aid, CPR, Anaphylaxis and Asthma Certificate and have completed an Accredited Child Protection Course.
· Critical reflect on their and the Centre’s practices, program and routines

Interview for Educators
Either an Educational Leader, Centre Coordinator or an assigned Responsible Person will conduct the interview for a new Educator.
Applicants will be shortlisted, and an interview arrange. Before the interview is conducted, the interviewers will verify the applicant’s Working with Children’s Check and when necessary, their referees. If the applicant’s interview is successful dates for a trial will be negotiated and set. The applicant will have the opportunity to demonstrate their ability and skills over three trails.  See Appendix 1.
A decision on the applicant must be made by the conclusion of the third trial and it will be in consultation of the management, the educational team as well as feedback from children. 
The new Educator in consultation with the Centre management will set a date to discuss the requirements for commencement of employment, orientation and signed work contract.

· An Educator will be a person of good character, motivated to work and be involved with children 
· Have a verified Working with Children's Check
· Have the ability to communicate with other Educators, children, Centre management and parents
· Willing to obtain and keep a current First Aid, CPR, Anaphylaxis and Emergency Asthma training.
· Have a belief and understanding on the Centre’s philosophy.
· Understand and prioritise child safety.

Conditions of Employment:
· Each Educator will supply and record their full name, address, date of birth, tax file number,   Superannuation Fund details, Bank Details, evidence of any qualifications they hold including first aid and the identifying number of the employees Working With Children Check
· Each Educator will receive a current job description 
· All Educators will start on a minimum three month probation and all will have an annual appraisal in Term 3 after working 12 months.
· Conditions outlined in the National Employment Standards, the Children’s Service Award 2010 will apply to all employees including sick leave, annual leave, rostered days off, maternity leave and long service leave. 
· Centre management will ensure all Educators are aware and informed of the appropriate conditions and/or requirements in the National Employment Standards, the Children’s Service Award 2010 as well as any changes that affect their conditions and or pay rate. 
· Educators are encouraged to be aware of conditions of employment and inform Centre management of any changes or concerns. 
· All Educators will acknowledge and adhere to The Code of Professional Standards. 
· All grievance or discipline issues are to follow appropriate guidelines. 
· Shift swaps and changes will be negotiated with the Centre Coordinator / Assigned Responsible Person, via an online availability form and through digital communications such as Email or SMS. 
· Leave longer than a week will be negotiated with The Centre Coordinator via email.
· Educators will be paid fortnightly.

Staffing Arrangements:
· The Centre’s Nominated Supervisor will always be responsible for the Centre regardless of their attendance at the Centre. The Approved Provider will select one or more Nominated Supervisors. The acceptance of the role will be documented, the Regulatory Authority will be advised of the selection and any changes that arise.
· In the absence of the Nominated Supervisor at any time, a Responsible Person will be selected to be in charge of the daily operation of the Centre. (Ref Educator Rostering and Determining the Responsible Person guideline).
· The Centre will display the details of the Nominated Supervisor and Responsible Person when the Centre is open and operating.
· The Centre will appoint an Educational Leader and display the name of this person for families to discuss the Centre’s programming practices.
· When the Centre is open and operating, there will be at least one Educator who holds a current approved child protection, first aid, anaphylaxis and asthma management qualification.
· Progression of an Educator from one level to the next level will be determined by the Educator’s competency, having at least 12 months experience at the existing level. The Educator must demonstrate a willingness to acquire the necessary skills to maintain the next level of advancement and pay.
· Where an Educator is deemed not to have met their current job description at the time of the appraisal, progression may be deferred for a period of three months provided that
· the Educator is notified in writing of the reasons for the deferral
· the Educator has, been provided and given the opportunity to develop their skill and been offered    training required to attain a higher pay point.
· following any deferral, the Educator is provided with the training necessary to advance to the next level.
Leave Entitlements
The Centre will honour leave entitlements outlined under the National Employment Standards. The NES has established minimum employee entitlements concerning five specific categories of leave. The five categories include the following
· Annual leave
· Personal/carer’s leave and compassion leave
· Parental leave and related entitlements
· Long service leave
· Community service leave
In addition to the NES entitlements leave and public holiday entitlements are supplemented by the Children’ Services Award 2010. A detailed facts sheets and more explicit information specifying conditions and leave entitlements, employees can contact Fair Work Ombudsman directly on 13 13 94 or www.fairwork.gov.au. The following is an overview of entitlements which are in accordance with NES and Children’s service Award 2010 but specific to employees of Wahroonga After School Care Centre Inc. The Centre will honour the following leave entitlements for all employees.
Annual Leave
Annual leave and its payment will be honoured to permanent employees according to their employment contract. If an employee accumulates excessive leave (more than eight weeks) then the Parent Committee will direct the employee to take annual leave.
Personal / Carer’s Leave and Compassionate Leave
Employees are entitled to personal / carers leave and compassionate leave. Permanent employees are entitled to 10 days paid leave on a pro-rata basis and two days paid compassionate leave per occasion.
For casual employees the entitlements are for unpaid leave. For any period of leave taken by an employee must be given notice, via a leave form. Leave will be recorded and approved by Centre management. Employees will be required to indicate a change of shift at least 48 hours in advance and holidays or extended leave, longer than a week will be required 4 weeks in advance. The Centre is entitled to request evidence to support the reasons for leave, shift changes and/or sickness.  A failure to provide notice or evidence for leave will void leave entitlements.
Parental Leave
All employees are entitled to this form of leave if they have been employed by WASC continually for at least 12 months.  Casual employees are included provided that there is a reasonable expectation of continuing employment by the Centre after the expected birth or adoption.
Long Service Leave
Long service leave is governed in accordance with both the NES and Children’s services Award. Long service leave is accumulated on a pro-rata basis relevant to the hours worked. It is taken in weekly periods as approved by the Parent Committee
Community Service Leave
Employees have the right to be absent from work for the engagement in a prescribed community service obligation such as emergency service or jury duty service.
An employee must notify the Centre of their involvement in a service that qualifies for this entitlement at the commencement of employment with the Centre or the commencement of the community service.
An employee must give notice as soon as practicable of the absence and duration of the absence. The Centre will require an employee to provide evidence for the entitlement of such leave.











Considerations:

	Education and Care Services National Regulations
	National Quality Standard
	Other

	r82- 84
r117a 
r118,
r136
r146-151
r 155- 156, 
	4.1
4.2
7
	· Code of  Professional Standards
· Educator Rostering and Determining the Responsible Person Policy 
· Providing a Child Safe Environment 
· Centre hierarchy
· Governance and Management Policy
· Privacy Policy.
· Child Protection Legislation.
· Workplace Health and Safety Legislation.





Appendix 1
Trial 1 
	Applicant’s WWCC check verified
	Read philosophy and job description
	Emergency details form filled out
	Tour of the Centre, emergency procedures, and boundaries explained
	Expectation of shift explained (observe interaction with children and Educators)
	Feedback given at the end of session
	Organise next trial
Trial 2
	Help with set up of afternoon activities 
	Facilitate a programmed activity
	Give feedback at the end of the session
Organise next trial
Trial 3	Help set up BSC program
	Run a programmed activity
	Feedback given
Decision made about employment
Successful candidate will be offered the position by the end of the 3rd trial
Unsuccessful candidate may be informed of the decision at any time during the trial period, otherwise at the end of the third trial.
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