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Building Positive Partnerships with Relevant Stakeholders  

The ELC Co-Educator is responsible for: 
• Working co-operatively, ethically, and respectfully with other educators and supporting 

each other’s professional development. 
• Developing and maintaining respectful, supportive, collaborative, and responsive 

relationships with children and their families. 
• Assisting with the supervision of workplace student placements, volunteers, and other 

visitors to daily programs. 
• Sharing any concerns or information immediately with the classroom teacher or Director 

of ELC 
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Qualifications and Skills 
• Minimum requirement of Certificate III in Early Childhood Education Care or a Diploma in 

Early Childhood Education Care 
• Current Victorian Working with Children Check (WWCC) card for Employees 
• HLTAID 012 Child First Aid Course – First Aid in an Education and Care setting (includes 

Asthma training) 
• Anaphylaxis eTraining or equivalent (such as 22578VIC) 
• Obligation of mandatory reporting certificate 
• Strong working knowledge and understanding of the developmental needs of children 

two to five years of age, including children with additional needs, with demonstrated 
experience in this age group 

• Working knowledge of the National Quality Standards, the Education and Care Services 
National Law Act 2010 and the Education and Care Services National Regulations 2011 

• Capacity to assist in the development and provision of a dynamic and proactive student-
focused teaching environment, based upon the Early Years Learning Framework 
curriculum document and ELC philosophy 

• Demonstrated experience and ability to establish warm nurturing and responsive 
relationships with children and to sensitively meet their needs 
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Expectations of Staff 

Oakleigh Grammar staff members are expected to maintain professional and responsible 
attitudes, and to communicate respectfully and effectively. All Oakleigh Grammar staff members 
are required to: 

• Treat each other with courtesy and respect. 
• Respect the right of each person to learn/work without disruption. 
• Accept responsibility for their own progress development. 
• Accept responsibility for maintaining safe, clean, and pleasant surroundings. 
• Demonstrate self-respect and uphold Oakleigh Grammar’s reputation through their 

appearance and actions. 
• Understand and abide by all child safe principles. 
• Notify responsible staff promptly any occupational, health and safety issue/s which 

compromise the aim of maintaining a safe school environment. 
• Support the vision, and values of the School. 
• Commitment to uphold and contribute to the Orthodox ethos of the School. 
• Contribute to and support the strategic directions of the School. 
• Support all Oakleigh Grammar’s policies and procedures. 
• Obey the law.  

This Position Description is a guide only. The Principal may assign duties for this position at his 
discretion depending on the operational needs of the School. 

Flexibility Clause: The ELC Co-Educator may be required to attend events outside of normal working 
hours at the discretion of the Principal or as necessitated by school-related activities. This may 
include evenings, weekends, and occasional holidays. The ELC Co-Educator is expected to 
demonstrate flexibility and availability to fulfill job duties that may extend beyond standard working 
hours. 
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Child Safe Standards 
Oakleigh Grammar has a zero-tolerance approach to child abuse. The School must comply with 
the minimum standard for the care, safety and welfare of students as detailed in the child safe 
standards specified by Ministerial Order No. 1359. 

Oakleigh Grammar is a Child Safe School and we are committed to ensuring a culture of child 
safety. We provide a safe environment for every child and student. All students have a right to feel 
safe and to be safe. We want our students to be secure, happy and empowered. We support and 
respect all children, from all cultural backgrounds and faiths. 

Our School is committed to preventing child abuse and identifying risks early and removing and 
reducing these risks. This includes measures to actively maintain a safe school environment both 
during school hours and outside the school day. 

All Oakleigh Grammar employees and volunteers have a legal and moral responsibility to respond 
to situations involving child abuse and neglect including mandatory reporting of abuse or 
suspected abuse.  

In addition, Oakleigh Grammar is committed to the safety of children from culturally and/or 
linguistically diverse backgrounds, and to provide a safe environment for children with a disability. 

We also have specific policies, procedures and training in place that support the Board of 
Management, Leadership Team, Teachers, Staff and Volunteers, to achieve this important 
outcome of a child safe school.  

All staff employed by the School are required to: 

• Show evidence of a current Victorian Institute of Teachers Registration (or Provisional 
Registration) or Working with Children Check, as required. 

• 


