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Position Description 
Early Learning Centre Co-educator 

Position: 

Reports to: 

Location:  

Early Learning Centre Co-educator 

This role reports to the Director of the Early Learning Centre 
(Manager) and is responsible to the Business Manager  

Typically based at Early Learning Centre at Buckley House 

Stakeholders: 
• Head of Buckley House
• Early Learning Centre Co-educators
• Early Learning Centre Teachers

Primary Focus: 
This role is primarily responsible for assisting with the provision of a 
high quality educational program for children at the Early Learning 
Centre. 

The Role: 

Working collaboratively as part of a passionate, professional team the Early Learning Centre Co-
educator assists teaching staff with the provision of quality early learning programs and contributing 
towards the documentation of children’s learning and development.  

This position contributes to providing a caring, inclusive and nurturing environment for the ELC 
children. 

To succeed you will have or be able to demonstrate the ability to: 
• Establish effective and cooperative working relationships with all staff
• Build and maintain positive relationships with children and their families to deliver best

outcomes for children
• Maintain a commitment to participate in ongoing reflective practices, supporting continuous

improvement whilst contributing positively to the ELC culture as a learning space and a
workplace and upholding professional work standards

• Assist with the smooth running of the program in the room in accordance with relevant
regulations, policies and procedures under the direction of the teacher

• To maintain at all times confidentiality and privacy in accordance with legislative requirements
and the School’s policies in relation to information regarding students, families and staff

Specific Duties: 

• To work with the teacher to implement the successful planning, implementation, delivery and
evaluation of a program for the ELC that is reflective of the Early Years Learning Framework
(EYLF)

• To support the ELC Teacher to implement a developmentally appropriate program that caters
for the individual needs of the children, responsive to their ideas, strengths and abilities

• To contribute to the collection, recording and evaluation of children’s records and
observations, as required under the National Quality Standard and regulatory authority
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• To assist in developing relationships and effective communication between the children, their
families/carers and other educators

• To support the teacher in providing a caring and nurturing environment for the children
attending the ELC

• To maintain professional confidentiality on information about students, families and fellow
educators

• To contribute to ELC staff meetings, orientation mornings and professional development
sessions

• To contribute to the ongoing development of the Quality Improvement Plan for the Centre
• To discuss with the teacher and help implement appropriate behaviour management strategies

with the children
• To assist in the implementation of daily routines, including setting up/packing away and

cleaning materials and equipment for ensuing days
• To assist with presenting the children’s work and providing displays/photographic evidence of

events
• To provide support and assistance for the teacher and work alongside and in consultation with

the teachers to ensure policies and procedures are adhered to and the children are safe and
adequately supervised at all times

• To support the specialist teachers in Buckley House as well as incursions (including Ready
Steady Go)

• Model and reinforce the School’s values, policies and expectations in all areas of work taking
particular care in relation to dress, behaviour and punctuality

• Contributing to the delivery of National Quality Standards requirements
• Ensuring compliance with the School’s policies and relevant legislation.
• Other duties as appropriate to the position

Knowledge, Skills and Qualifications 

• Diploma of Early Childhood Education and Care (or equivalent) or:
• Certifcate III of Early Childhood Education and Care (or equivalent as approved by ACECQA,

or above)
• ACECQA approved first aid, emergency asthma management and anaphylaxis qualifications
• Relevant mandatory reporting certificate
• An understanding of the Education and Care Services National Law Act (Cth) 2010.

Child Safety 

All schools have a moral responsibility for the safety and wellbeing of students. At Ivanhoe Grammar 
School we take this responsibility very seriously. We are committed to a school culture where 
protecting children forms a part of our everyday thinking and activity. Protecting students is the 
responsibility of everyone who is employed at, or is engaged by, Ivanhoe in child-related work. 
Detailed information about our commitment to child safety and wellbeing, is set out in our code of 
conduct, policies and procedures located on our Child Safety page.  

Committed to child safety, children’s wellbeing and protecting children from abuse, the School requires 
that all staff comply with the School’s Child Safety Code of Conduct, Child Safety Policy, Child Safety 
Concerns Management Procedure, Health and Safety Policy and Respectful Workplace Behaviour 
Policy.   

https://www.ivanhoe.com.au/our-approach/wellbeing/child-safety/
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All teachers and non-teaching staff working directly with or caring directly for students are required to 
have a working knowledge and understanding of our Child Safety Code of Conduct, Child Safety Policy 
and Child Safety Concerns Management Procedure. 

Where any staff member breaches any of the School’s policies or codes of conduct, the School will 
take appropriate disciplinary action. 

Occupational Health and Safety (OHS) 

All School staff are required to take reasonable care for their own health and safety and that of other 
staff who may be affected by their conduct. All staff are responsible for: 

• Participating in OHS related training
• Reporting OHS hazards and incidents
• Actively participating in the development of risk assessment and or job safety analysis
• Assist with workplace inspections
• Adhere to Ivanhoe Grammar School’s OHS policies and procedures

Working with Children Clearance 

Employment is subject to the provision of a current and valid employee Working with Children 
Clearance. 

All members of staff at the School are expected to be competent in the use of technology. 

This position description is an overview of the duties and responsibilities of this role and does not 
represent the entirety of this position.  Ivanhoe Grammar School reserves the right to vary this position 
description to meet the changing needs of the School.  


