
 

 

 

 

 

 

 

Position Purpose 

What would I want, what would I do, if this were my child? 
 
At All Saints’ College, all staff recognise that relationships are at the centre of all we do.  Recognising the value 
of each individual, our approach is human-centred, and we seek to provide a personalised education for 
each young person.  Our focus is on the holistic development of every student, recognising there are as 
many measures of success as there are students at our College.  
  
The Out of School Hours Care (OSHC) Coordinator holds the position of ‘Nominated Supervising Officer’ and 
is responsible for ensuring the Centre is managed in compliance with legislation and the licensing 
requirements of the Department for Communities, and to plan and implement programs that support 
children’s wellbeing, development and learning. The OSHC Coordinator is directly responsible for managing 
the operations of the OSHC Centre and associated programs, including Vacation Care, to National Quality 
Standards. This position reports to the Assistant Director of Junior School (Education and Care) who is 
responsible to the Director of Junior School.  
  
The OSHC Service forms an integral part of the duty of care for students of the College aged 4 -12 years of 
age and operates Mondays to Fridays 7.00am - 8.30am and 3.00pm – 6.00pm on school days and 7.00am - 
6.00pm during 11 weeks of the school holidays. The day to day running of the service is the role of the OHSC 
Coordinator supported by Assistant Director of Junior School (Education and Care).  
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DUTY STATEMENT 

Out of School Hours Care 

Coordinator  
All Saints’ College, in partnership with its families, community and the Anglican 
Church, empowers students to develop their potential, becoming confident, 
compassionate and committed to worthwhile service to the local and global 
communities. 
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Key Responsibilities 

The Out of School Hours Care Coordinator will support the College’s mission by undertaking the following 
duties, which reflect the accountabilities and responsibilities that are integral to the successful performance 
of this position.  

 

Leadership  

a) Advise the College on strategies for the continued development of OSHC.  

b) Ensure and maintain compliance with the Education and Care National Quality Framework (NQF) 
in all its elements, particularly the National Quality Standards.   

c) Ensure the development and ongoing reflection of the Quality Improvement Plan (QIP).  

d) Recruit and induct staff, in consultation with the Assistant Director of Junior School Education and 
Care and Director of Personnel and Policy.  

e) Provide leadership of staff in a positive and effective work environment where staff are kept abreast 
of any changes or updates required to comply the Education and Care regulations.  

f) Foster and develop relationships with parents and other stakeholders through the coordination and 
preparation of activities, programs and other strategies.  

g) Ensure all OSHC staff maintain currency of required qualification and training including Senior First 
Aid certification, Gecko Safety Training, food safety including allergy train and Working with Children 
(WWC) Checks. This includes the updated storage of these qualifications.  

h) Ensure all staff are added to the Worker Register withing 14 days of commencing at the service.   

i) Ensure Food Safety compliance including staff training, external kitchen audits, and overseeing stock 
and ordering.    

j) Prepare and facilitate staff meetings in a timely and efficient manner guided by a developed charter 
with regular team effectiveness feedback ensuring all staff are kept informed of College matters.   

k) Support the annual review of policies and procedures ensuring staff can consistently review policies 
and procedures.   

l) Liaise with the ADJSE&C concerning the management and operation of programmes, 
enrolment, license, and budgetary and quality and regulatory requirements.  

m) Collaborate with Little Saints Coordinator to ensure there is alignment where possible across the 
services.  

n) Ensure that internal audits are conducted regularly (Every 3 months) and shared with the ADHJS-EC.  
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Wellbeing and Learning 

a) Ensure Duty of Care provisions are followed.  

b) Collaborate with ADJSW to ensure the safe arrival of children from co-curricular to the service 
ensuring that children are picked up or dropped off by designated College staff.   

c) Ensure that all procedures for children with medical or allergy requirements are followed including 
ensuring up today risk minimisation and communication plans and any external medical plans.   

d) Ensure all staff are aware of children within the service who have medical or allergy requirements 
and that processes are followed to ensure child safety including risk minimisation and 
communication plans.   

e) Provide a safe and caring environment for staff and children.  

f) Support educators to ensure their interactions with children and families are professional and in 
alignment with the College’s values, pedagogy and philosophy.   

g) Accountable for reporting to the ADJSE&C of Pastoral care concerns relating to staff, children and 
the wider community.  

h) Ensure the ADJSE&C is aware of specific concerns regarding children and families as appropriate.  

i) Maintain an up-to-date awareness of child protection policy and other legal requirements relating 
to the care and welfare of children.  

j) Support Educational Leader in utilising the My Time Our Place OSHC National Framework develop 
and ensure the implementation of developmentally appropriate Before School Care, After School 
Care and Vacation Care programs.  

k) In conjunction with the Educational Leader, ensure the implementation of the Approved Learning 
Framework to the highest standards.  

l) Critically reflect on the implementation of programs and other elements of the service identifying 
areas for improvement in future programs.   

m) Support the development of programs using input from children, families and other educators 
ensuring a balanced program that supports children’s interests, passions, cultures and their 
developing capabilities.   

n) Oversee programs to ensure they consider the whole child’s development 
including physical, cognitive, social, emotional, spiritual development and general wellbeing.  

 

Administration 

a) Perform the daily administrative tasks associated with communications; 
planning, risk assessment, implementation and record keeping of the OSHC educational program.  

b) Manage children’s enrolment to OSHC ensuring that enrolment forms are complete, compliant 
and up to date and that families receive prompt communication.  

c) Manage staff rostering and maintain accurate records of attendance.  

d) Undertake administrative tasks associated with OSHC including the review and updating of 
policies, procedures and practices in line with the regulations.   



 Out of School Hours Care Coordinator 

e) Contribute high quality content for inclusion in various College publications, newsletters and on 
the College website.   

f) Contribute relevant data to form the basis for regular summaries, scheduled and ad hoc reports.  

g) In collaboration with the OSHC Educational Leader, ensure College procedures are followed for 
incursion/ excursion approvals including risk assessments within a timely manner.   

h) Ensure Education and Care First Aid certification remains current.  

i) Keep facilities staff informed about maintenance requirement of building grounds and equipment 
and ensuring relevant health and safety standards are maintained or improved.   

j) Support at a minimum the annual review of policies and procedures ensuring 
staff can consistently review policies and procedures.   

 

Staff Expectations 

a) Serve as a good ambassador of the College. This includes conducting oneself in accordance with 
ASC’s professional standards and being supportive of the Anglican ethos of our College. 

b) Take an active part in the general life of the College — supporting policies, procedures, aims and 
objectives in order to facilitate the day-to-day operation and promote a high quality of education 
within the College. 

c) Operate as a ‘team player’ always and fully support the Principal, Executive Team and activities of 
the College. 

d) Attend and contribute positively to staff meetings as required and, on occasions, extraordinary 
meetings. 

e) Ensure all students and parents are provided with quality service in a timely, efficient and friendly 
manner. 

f) Maintain professional confidentiality concerning information about staff and/or students. 

g) Strive to implement productivity, quality, and service improvements on a continual basis. 

h) Remain abreast of current trends through participation in and contribution to professional 
development activities and relevant professional organisations. 

i) Comply with Occupational Safety and Health requirements in the workplace. 

j) Ensure that all documents are prepared and presented in a professional format in keeping with 
College practice and that high standards of written communication are maintained. 

k) Attend College events outside of normal working hours as reasonably required. 

l) On occasions, you may be directed to undertake other duties as required. 
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Selection Criteria 

Essential 

• Qualifications in Event Management, Hospitality or a related discipline, or equivalent industry 
experience.  

• Demonstrated experience coordinating events from planning through to delivery and evaluation, 
with the ability to manage multiple and competing priorities.  

• Excellent written and verbal communication skills, with the ability to engage effectively with a diverse 
range of stakeholders.  

• Strong administrative and organisational skills with exceptional attention to detail, including 
experience using Microsoft Office applications (Word, Excel and PowerPoint).  

• The ability to work independently while contributing positively within a collaborative team 
environment. 

 

Desirable 

• Experience coordinating community engagement programs, volunteer programs or stakeholder 
events. 

• Experience working within an education, not-for-profit or community-focused environment. 
• Knowledge of event risk management, compliance and workplace safety requirements. 
• Experience using event registration, booking or event management platforms. 
• Demonstrated ability to analyse event data and stakeholder feedback to support continuous 

improvement. 
• Current First Aid Certificate 

 
 

The College recognises that Duty Statements are dynamic documents. 
They are reviewed annually or as required. 
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