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The RockOOSH 

POSITION Educator 

SUPERVISOR Coordinator/Nominated supervisor 

DIRECT 
REPORTS 

Approved Provider 

Manager of People, Culture, Risk and Children’s Services 

Early Childhood Support Officer 

Director/Nominated Supervisor 

QUALIFICATIONS 

• Diploma of Early Childhood Education and Care (or equivalent), 

or: 

• Certificate III in Early Childhood Education and Care (or 

equivalent)  

• Current approved First Aid qualification  

• Current ACECQA approved anaphylaxis and emergency asthma 

management training 

• Current approved CPR training  

• National Child Safety Training 

• Child Protection  

• Approved Child Protection Training 

• Food Handling Certificate 

ESSENTIAL 
EXPERIENCE 

• Demonstrated knowledge of: 

o My Time Our Place Framework  

o Education and Care Services National Law 

o Education and Care Services National Regulations 

o Child Protection legislation 

POSITION 
OBJECTIVES 

• Build and maintain positive relationships with children and young 

people, families, educators, staff and management to deliver best 

outcomes for families and children and young people 

• Contribute to the educational program under the direction of the 

coordinator/nominated supervisor and educational leader to 

provide a high-quality program for all children and young people 

• Assist with the smooth running of the service in line with relevant 

regulations, policies and procedures under the direction of the 

coordinator/nominated supervisor, manager for early childhood 

LSC and early childhood support officer LSC 

• In the absence of the nominated supervisor, undertake 

responsibilities as per the Responsible Person Policy for the day-

to-day management of the Service  
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CONDITIONS OF 
EMPLOYMENT 

• Valid Working with Children Check 

• Remain a fit and proper person to work with children and young 

people, meeting all suitability, screening, and compliance 

requirements under relevant legislation 

• Be willing to accept the role of responsible person and meet 

ongoing requirements of the responsible person under the 

Education and Care Services National Law and Education and 

Care Services National Regulations  

RESPONSIBLE PERSON CONDITIONS  

o Be 18 years or older 

o Have adequate knowledge and understanding of the 

provision of education and care to children and young 

people 

o Effectively supervise and manage an education and care 

service 

o Consent to the role of the responsible person 

o Agree and be willing to be placed in day-to-day charge of 

the education and care service 

MAINTAIN UP TO DATE KNOWLEDGE AND COMPLIANCE 

OF THE FOLLOWING 

• Service Policies and Procedures 

• National Quality Framework (NQF) 

• Education and Care Services National Law  

• Education and Care Services National Regulations  

• National Quality Standard (NQS) 

• My Time Our Place (MTOP)  

• Early Childhood Australia (ECA) Code of Ethics 

• Work Health and Safety Act 2009 

• Commonwealth Privacy Act 1988 and the Australian Privacy 

Principles (APPs) (2014)  

• Fair Work Act  

• Family Assistance Law 

• Child Protection legislation 

• National Principles of Child Safe Organisations or relevant Child 

Safe Standards 

• Other relevant state/territory and federal legislation as required 
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Introduction: 

Children and young people’s safety, rights and best interests are paramount in all aspects of the 

ROCKOOSH Service’s operations, decision-making and functions. The educator ensures that 

child safety and wellbeing take priority over all other considerations and are embedded within 

everyday practice, policies and procedures.  

The educator is responsible for creating engaging, inclusive and safe learning experiences that 

foster each child and young person’s growth and curiosity. The educator collaborates with 

families and staff to ensure high-quality, reflective and play-based learning in line with the NQS. 

The approved provider must ensure that a responsible person is always present at an 

ROCKOOSH Service that is educating and caring for children and young people. In the 

absence of the approved provider and the nominated supervisor, a person will be nominated as 

the responsible person for the day-to-day management of the Service (PIDTDC). The position 

holds legislative and regulatory responsibilities under the National Quality Framework (NQF) 

including the Education and Care Services National Law, Education and Care Services National 

Regulations, Family Assistance Law, Child protection Law and other legislation as required.  

The responsible person is the authorised person on-site who ensures compliance with relevant 

legislation and delivery of high-quality education and care. 

Educational Program & Practice key responsibilities: 

• contribute to facilitating a play and leisure-based learning environment and educational 

program that fosters exploration, curiosity and meaningful engagement for all children and 

young people, while promoting agency, creativity and problem solving through hands-on, 

child and young person-led, inquiry-based investigative experiences and projects in 

accordance with legislative requirements 

• assist the director, nominated supervisor and educational leader to plan, implement and 

evaluate educational programs aligned with an approved learning framework (MTOP V2.0), 

ensuring programs meet the learning and developmental outcomes of the framework and 

support children and young people to develop: 

o a strong sense of their identity 

o connections with their world 

o strong sense of wellbeing 

o confidence and involvement in their learning; and  

o effective communication skills  

• ensure alignment with the Service philosophy, values and regulatory requirements while 

engaging in meaningful consultation with children and young people, families, educators 

and management 
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• maintain accurate records of developmental needs, interests, experiences and participation 

using a variety of methods, including children’s interest book, floor books, photos and digital 

(some) documentation, in line with Service policies and legislative requirements  

• stay informed about current education and care best practices for school age children and 

young people by engaging with contemporary research, sector trends and innovations in 

pedagogy and child development. In collaboration with the director, nominated supervisor 

and educational leader, support best practice by sharing ideas, providing constructive 

feedback, modelling effective teaching strategies and fostering teamwork.  

• actively contribute to the Quality Improvement Plan (QIP) by assisting to identify strengths, 

challenges and opportunities for enhancement. With support from the director, nominated 

supervisor and educational leader, participate in audits, reviews, self-assessment and 

planning processes, using critical reflection and observations to drive continuous 

improvement in quality, safety and learning outcomes. 

• uphold the rights of all children and young people and develop ongoing programs tailored to 

individual needs, strengths and interests. Contribute to a positive, ethical and well-organised 

environment that maintains high standards of care, learning and compliance with education 

and care services legislation. Champion inclusive practices by creating an environment 

where all children and young people, regardless of ability, background, culture or language, 

feel welcomed, supported and valued. 

Children’s Health and Safety key responsibilities: 

• promote a child safe environment and foster a child safe culture by ensuring The RockOOSH 

implements practices that prevent harm and protect children and young people from abuse 

and neglect, in alignment with the NQF, NQS, National Principles of Child Safe 

Organisations or relevant Child Safe Standards, Service policies and procedures and 

legislative requirements. 

• maintain extensive knowledge of child protection legislation, mandatory reporting obligations 

and the Service’s child safety policies, including Child Protection and Child Safe 

Environment Policies. Comply with these obligations, including child protection training and 

mandatory national child safety training. 

• consistently follow child safe policies and procedures, uphold child safe practices and 

demonstrate zero tolerance of racism, discrimination or unsafe practices. Embed child safe 

practices, address breaches promptly and promote accountability at all levels to safeguard 

children and young people, families and colleagues. 

• report all allegations, convictions or instances of misconduct, illegal or inappropriate 

behaviour or conduct by employees, students or volunteers to the director, nominated 

supervisor, approved provider, Manager of People, Culture, Risk and Children’s Services, 

regulatory authority or relevant authorities (e.g. Office of the Children’s Guardian) in 

accordance with ROCKOOSH Service policies, procedures and regulatory obligations within 

the prescribed notification timeframes, including any child protection matters, allegations of 

physical or sexual abuse, inappropriate conduct or complaints involving a serious incident. 
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• contribute to the review of policies and procedures relating to children and young people’s 

health, safety and wellbeing and monitor staff compliance to maintain a consistently safe 

learning environment. Ensure that procedures and related risk assessments are followed 

and conducted for rest and relaxation, medical risk minimisation, potential emergencies, 

excursions, and safe arrival and safe transportation of children and young people. 

• ensure that child safety policies and procedures are adhered to when capturing, storing and 

transmitting images or videos of children and young people and when using digital 

technologies within the ROCKOOSH Service. Comply with all relevant legislation and 

Service policies that prohibit the use of personal electronic devices while directly working 

with children and young people. 

• ensure children and young people do not leave the ROCKOOSH Service premises except in 

accordance with relevant legislation, Service policies and procedures. Ensure children and 

young people are never left alone with students or visitors and maintain correct educator-to-

child ratios and adequate supervision at all times to support children and young people’s 

safety and wellbeing, including during transitions, indoor and outdoor play, excursions and 

emergency situations. 

• demonstrate and maintain knowledge of work health & safety (WH&S) legislation and adhere 

to safe practices toward staff, children and young people and visitors. This includes following 

correct manual handling techniques, maintaining a high standard of hygiene and 

implementing safe food handling, preparation and storage practices in line with ROCKOOSH 

Service policies and relevant legislation. 

• maintain consistent, positive responses to children and young people’s individual needs, and 

implement any required adjustments for dietary, allergy, developmental or other specific 

requirements. Ensure the administration of first aid or medication complies with relevant 

policies and procedures and maintain accurate records. Monitor all incidents, illnesses, 

accidents and trauma to ensure they are recorded promptly, and ensure that all required 

notifications are made to the director and or nominated supervisor within prescribed 

timeframes. 

Physical Environment key responsibilities: 

• implement procedures and daily practices that ensure the ROCKOOSH Service provides a 

safe, supportive and stimulating educational environment in line with the NQF, WH&S 

legislation and child safe standards. Actively contribute to creating inclusive indoor and 

outdoor learning environments that promote children and young people’s health, safety, 

wellbeing, engagement and learning through play, exploration and discovery. 

• work collaboratively with the director/nominated supervisor to identify, manage and reduce 

hazards within the learning environment. Ensure resources and equipment used within the 

RockOOSH Service are safe, appropriate, well maintained and used for their intended 

purpose.  

• monitor the physical environment, follow risk assessments and procedures and promptly 

report any hazards, incidents, repairs or maintenance concerns to the director, nominated 
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supervisor. Ensure children and young people, families, staff and visitors are protected from 

potential risks within the RockOOSH Service. 

• in collaboration with the educational leader and director, nominated supervisor, participate 

in regular evaluation of the physical environment to assess how effectively it supports 

children and young people’s learning, wellbeing and engagement. Use reflective practices 

to contribute ideas and feedback that inform improvements, planning and resourcing aligned 

with the Service’s philosophy, QIP and the NQS. 

• follow established procedures to maintain a safe, hazard-free and child-safe environment, 

including ensuring the environment remains free from tobacco, vapes, drugs or alcohol. 

Assist in maintaining accurate records related to safety checks, incidents and risk 

management as required. 

• promote and model environmentally sustainable practices within the room. Embed 

sustainability into daily routines and learning experiences, use resources responsibly and 

support children and young people in developing an understanding of caring for the 

environment and adopting environmentally responsible behaviours. 

Staffing Arrangements key responsibilities: 

• demonstrate an understanding of the RockOOSH Service philosophy, policies, procedures 

and regulatory requirements under the NQF. Ensure compliance of child safety legislation, 

fit and proper person requirements and mandatory obligations, and integrate these 

expectations into daily practice. Support the director, nominated supervisor in ensuring that 

staffing ratios and adequate supervision is maintained at all times. 

• contribute to a positive organisational and child safe culture, by following the RockOOSH 

Service’s Code of Conduct and consistently applying the ECA Code of Ethics. Apply 

professional values, ethics and high standards of practice in all interactions and take all 

reasonable steps to protect children and young people from abuse and harm.  

• contribute to a cohesive team environment with positive channels of communication. 

Participate in staff meetings and family meetings as required, communicate openly and 

professionally, and contribute positively to teamwork and shared responsibility. Engage in 

ongoing professional development and training in collaboration with the director, nominated 

supervisor and educational leader. 

Relationships with Children key responsibilities:  

• foster positive, nurturing, and supportive relationships with all children and young people to 

promote a sense of belonging, security, and wellbeing. Ensure interactions reflect respect 

for children and young people as competent and capable learners, and build respectful, 

responsive and reciprocal relationships in line with the NQS and ECA Code of Ethics. 

• support children and young people’s agency and participation by providing opportunities to 

share ideas, make choices, express opinions and contribute to decisions that affect their 

learning and play. Ensure children and young people’s voices are heard, valued and 

regarded as unique. 
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• promote and uphold children and young people’s rights in accordance with the United 

Nations Convention on the Rights of the Child (UNCRC). Embed child safe practices in 

every interaction, communicate respectfully and honestly and model empathy, 

professionalism and appropriate behaviour at all times. 

• encourage inclusion and cultural safety by supporting children and young people from all 

cultural, linguistic and socio-economic backgrounds. Promote the cultural rights of 

Aboriginal and Torres Strait Islander children and young people and ensure inclusive 

practices reflect respect for each child and young person’s identity, background, beliefs and 

experiences. 

• support children and young people with disabilities or additional needs by providing 

equitable access to programs and learning opportunities. Maintain flexible routines and 

interactions responsive to individual needs and work collaboratively with families and 

external professionals to support each child and young person’s learning, wellbeing and 

engagement. 

• promote positive behaviour, empathy and cooperation through intentional teaching and role 

modelling. Support children and young people to develop self-regulation skills, understand 

emotions, resolve conflicts and build respectful, healthy relationships with peers. 

Collaborative Partnerships with Families and Communities key responsibilities: 

• build positive, respectful, and inclusive relationships with families, fostering trust, 

collaboration and open communication. Ensure families feel welcomed, valued and 

supported in understanding the RockOOSH Service program, routines and practices.  

• encourage families to ask questions, provide feedback and actively participate in the 

RockOOSH Service community, educational program, Service events and decision-making 

processes. Invite families to share their knowledge, culture, skills and perspectives to 

strengthen inclusive practices and support a shared understanding between home and 

Service. 

• assist the director, nominated supervisor in supporting strong partnerships with local early 

childhood practitioners, community organisations and relevant support services. Share 

information about programs, resources and opportunities that enhance children and young 

people’s learning and wellbeing and promote the RockOOSH Service as an active 

contributor to the local community.  

• advocate for children and young people and families by promoting equitable access to 

information, support services, and community resources. Ensure all children and young 

people and families are respected, included and supported, with culturally safe practices 

embedded in daily routines and interactions. 

• work with families and colleagues to design programs and activities that reflect children and 

young people’s interests, local culture, and diversity, fostering a sense of belonging and 

connection to the RockOOSH Service.  
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• welcome and support students, volunteers and new staff participating in Service activities. 

Engage in professional, respectful and inclusive communication so families consistently 

experience high-quality engagement with all staff. 

• in collaboration with the director/nominated supervisor, promote family awareness of the 

RockOOSH Service’s policies, child safety procedures and regulatory requirements.  

Governance and Leadership key responsibilities:  

• comply with, maintain and review all RockOOSH Service policies, procedures and practices 

in accordance with legislative requirements, and maintain a sound and current 

understanding of the NQF, Child Protection legislation, Family Assistance Law and other 

relevant legislation as required. 

• contribute to the ongoing reflection, evaluation and improvement of the physical 

environment in the RockOOSH Service to ensure it is safe, engaging and supports children 

and young people’s learning and wellbeing. Work collaboratively with team members to 

identify opportunities to enhance the design and use of spaces and embed the Service’s 

philosophy and QIP into daily practice. 

• maintain timely and clear communication with the director, nominated supervisor regarding 

children and young people’s learning, incidents, risks or environmental concerns. Report 

any situations or incidents that may impact children and young people’s safety, regulatory 

compliance or the smooth operation of the RockOOSH Service. 

• understand and implement RockOOSH Service policies, procedures and professional 

standards. Contribute to a culture of accountability, collaboration and respect, participate in 

reflective practice, and engage in professional development to strengthen practice and 

support continuous improvement in the RockOOSH Service. 

• maintain accurate records, documentation and administrative processes for the RockOOSH 

Service in line with Service policies and regulatory requirements. Support assessment and 

rating processes by contributing to documentation, reflection and continuous improvement 

initiatives. 

• respond appropriately to complaints, grievances and incidents by following RockOOSH 

Service policies and procedures. Promptly report concerns, notifiable incidents or reportable 

conduct to the director, nominated supervisor or relevant authority as required and assist 

with accurate documentation to support child safety and compliance. 

• maintain confidentiality of sensitive information regarding children and young people, 

families, staff and the RockOOSH Service. Follow the Service’s Privacy and Confidentiality 

Policy. Ensure records are stored securely and information is shared only when appropriate 

and professional boundaries are maintained at all times. Comply with all relevant privacy 

legislation and report any breaches to the director, nominated supervisor or approved 

provider. 

• any other duties within the scope of the educator role, under the direction of the director, 

nominated supervisor and approved provider.  
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In addition to the above responsibilities, the following Responsible Person duties will also apply: 

• ensure all duties according to the Responsible Person Policy and procedure are 

consistently followed, including maintaining adequate supervision of children and young 

people and ensuring educator-to-child ratios are adhered to at all times. Maintain accurate 

staff records that clearly identify the responsible person in charge at all times that children 

and young people are being educated and cared for, in accordance with regulatory and 

Service requirements. 

• ensure the RockOOSH Service operates in compliance with all relevant legislative and 

regulatory requirements, including responding appropriately to incidents, injuries, illness, 

and emergencies, and following all health and safety procedures. Provide leadership and 

guidance to educators while appointed as responsible person, address immediate 

operational or compliance concerns, communicate effectively with families and staff and 

promptly escalate significant matters to the director, nominated supervisor or approved 

provider as required. 

• demonstrate a clear understanding of reporting obligations in line with RockOOSH Service 

policies and legislative requirements, including mandatory reporting responsibilities, 

notification of serious incidents, complaints and regulatory breaches. Ensure concerns 

relating to child protection, safety or wellbeing are documented accurately and reported to 

the appropriate authorities and the director, nominated supervisor or approved provider 

within required timeframes. 

This position description may be reviewed in the future. 

I have received, reviewed and understand the responsibilities as the EDUCATOR.  

I also acknowledge that I am responsible for the satisfactory execution of these 

responsibilities and will adhere to all requirements as set out in the position description. 

Employee name  Date  
Employee signature  

 

Approved provider name  Date  
Approved provider 
signature  

 


