
 
 

HTK Page 1 of 38 Staffing Policy 
 

STAFFING POLICY 2021 

Mandatory – Quality Area 4 

AUTHORISATION 

This policy was adopted by the Approved Provider of Holy Trinity Kindergarten on 22 March 2021  

Review date: MARCH 2023 

PURPOSE 

This policy will provide guidelines for engaging staff at Holy Trinity Kindergarten (HTK), including: 

• employing sufficient numbers of educators to meet legislative, policy and service standards 

• employing educators with qualifications and experience that meet legislative, policy and service 

standards 

• providing appropriate supervision and support to staff and other adults at HTK 

complying with legislation relating to Working with Children (WWC) Checks, Victorian Institute of 

Teaching (VIT) and meeting Child Safe Standards. This policy should be read in conjunction with the 

following service policies: 

• Child Safe Environment Policy 

• Code of Conduct Policy 

• Determining Responsible Person Policy 

• Participation of Volunteers and Students Policy 

POLICY STATEMENT 

1. VALUES 

HTK is committed to:  

• ensuring that the safety, health and wellbeing of children at HTK is protected at all times while also 

promoting their learning and development 

• fulfilling a duty of care to all children attending HTK 

• providing accountable and effective staffing and management practices 

• employing educators with a range of relevant qualifications and experience to provide a quality 

educational program that meets the needs of children and families in the community 

• employing educators according to policy and funding requirements 

• complying with relevant industrial agreements and current legislation in relation to the employment 

of staff, including the Equal Opportunity Act 2010, Fair Work Act 2009 and the Working with Children 

Act 2005 

• continuity of educators at HTK 

• the further development of staff.  

2. SCOPE 

This policy applies to the Approved Provider, Persons with Management and Control, Nominated 

Supervisor, Persons in day-to-day Charge, staff, volunteers, students and parents/guardians at HTK.  

3. BACKGROUND AND LEGISLATION 

Background 

High quality services with qualified, skilled and supported educators have a long-term positive impact 

on the trajectory of children’s lives. Minimum qualification requirements are specified in legislation for 
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all educators working in early childhood education and care services. Eligibility for services to receive 

funding also includes requirements for staff to hold specific qualifications (The Kindergarten Funding 

Guide – refer to Sources). 

A current list of approved qualifications is available on the Australian Children’s Education and Care 

Quality Authority (ACECQA) website (refer to Sources). Applications can also be made to ACECQA to 

determine if other qualifications (such as those gained overseas) entitle the individual to work as an 

early childhood teacher, diploma-level educator or certificate III level educator. Application forms are 

available on the ACECQA website and a fee is required for processing an application.  

In addition, there are legislative requirements that there is at least one educator who holds current 

approved first aid qualifications, anaphylaxis management training and emergency asthma 

management training to be in attendance and immediately available at all times that children are being 

educated and cared for by HTK. These qualifications must be updated as required, and details of 

qualifications must be kept on an individual’s staff record. As a demonstration of duty of care and best 

practice, HTK strongly encourages all educators to have current approved first aid qualifications, 

anaphylaxis management training and emergency asthma management training.  If an educator does 

not have current approved first aid qualifications a plan to achieve this qualification will be put in place. 

Opportunities for professional development are crucial for all educators to ensure that their work practice 

remains current and aligned to the practices and principles of the national Early Years Learning 

Framework (EYLF) and the Victorian Early Years Learning and Development Framework (VEYLDF) 

(refer to Sources).  

Staff are required to actively supervise children at all times when children are in attendance at the service 

(refer to Supervision of Children Policy). To facilitate this, services are required to comply with legislated 

educator-to-child ratios at all times, which are based on the qualifications of the educators, and the ages 

and number of children at the service. Only those educators working directly with children (refer to 

Definitions) can be counted in the ratio.   

All educators and staff are required by law to have a current WWC Check or be registered with the 

Victorian Institute of Teaching (refer to Definitions). It is also recommended that the Nominated 

Supervisor and staff with financial responsibilities also have a criminal history record check (refer to 

Definitions and Sources).  

Child Safe Standard 4 requires organisations to have policies and procedures in place for the 
recruitment and selection, supervision, training and performance management of staff (refer to Child 
Safe Environment Policy). 

Legislation and standards 

Relevant legislation and standards include but are not limited to: 

• Child Safe Standards  

• Education and Care Services National Law Act 2010 

• Education and Care Services National Regulations 2011 

• Education and Training Reform Act 2006 (Vic) (amended in 2014)  

• Equal Opportunity Act 2010 (Vic) 

• Fair Work Act 2009 

• National Quality Standard, Quality Area 4: Staffing Arrangements 

• Privacy Act 1998 (Cth) 

• Privacy and Data Protection Act 2014 (Vic) 

• Working with Children Act 2005 (Vic)  

• Working with Children Regulations 2006 (Vic) 

 

4. DEFINITIONS 
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The terms defined in this section relate specifically to this policy. For commonly used terms e.g. 

Approved Provider, Regulatory Authority, National Law, National Regulations etc. refer to the General 

Definitions section of this manual. 

Adequate supervision: (In relation to this policy) supervision entails all children (individuals and 

groups) in all areas of the service, being in sight and/or hearing of an educator at all times including 

during toileting, sleep, rest and transition routines (National Law 165). Services are required to comply 

with the legislative requirements for educator-to-child ratios at all times. Supervision contributes to 

protecting children from hazards that may emerge in play, including hazards created by the equipment 

used. 

Adequate supervision refers to constant, active and diligent supervision of every child at the service. 

Adequate supervision requires that educators are always in a position to observe each child, respond 

to individual needs, and immediately intervene if necessary. Variables affecting supervision levels 

include:  

• number, age and abilities of children 

• number and positioning of educators 

• current activity of each child 

• areas in which the children are engaged in an activity (visibility and accessibility) 

• developmental profile of each child and of the group of children 

• experience, knowledge and skill of each educator 

• need for educators to move between areas (effective communication strategies). 

Approved first aid qualification: A list of approved first aid qualifications, anaphylaxis management 

and emergency asthma management training is published on the ACECQA website: 

www.acecqa.gov.au 

Criminal history record check: A full-disclosure, Australia-wide criminal history record check issued 

by Victoria Police (refer to Sources), or by a police force or other authority of a state or territory, or the 

Commonwealth. It may also be referred to as a National Police Certificate or Police Records Check. 

Early childhood teacher (ECT): A person with an approved early childhood teaching qualification. 

Approved qualifications are listed on the ACECQA website: www.acecqa.gov.au 

Educator: An individual who provides education and care for children as part of an education and care 

service.  

Educational Leader: The Approved Provider of an education and care service must designate, in 

writing, a suitably-qualified and experienced educator, co-ordinator or other individual to lead the 

development and implementation of educational programs at the service (Regulation 118). This person 

must have a thorough understanding of the Early Years Learning Framework and the Victorian Early 

Year Learning and Development Framework  be able to guide other educators in their planning and 

reflection, and mentor colleagues in the implementation of their practice.  

The Kindergarten Funding Guide: provides detailed information from the Department of Education 

and Training (DET) about the types of kindergarten funding available, eligibility criteria, how to apply 

for funding and how to comply with operational requirements once funding has been granted. 

Nominated Supervisor: A person who has been nominated by the Approved Provider of the service 

under Part 3 of the Act can be the Nominated Supervisor. All services must have a Nominated 

Supervisor with responsibility for the service in accordance with the National Regulations. The Approved 

Provider must take reasonable steps to ensure the Nominated Supervisor is a fit and proper person with 

suitable skills, qualifications and experience. The Regulatory Authority must be notified if the Nominated 

Supervisor for the service changes or is no longer employed at the service within 14 days. 

http://www.acecqa.gov.au/
http://www.acecqa.gov.au/
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Person with management and control: Each member of the executive committee of the 

association which is the Approved Provider, who has the responsibility, alone or with others, 

for managing the delivery of the education and care service. 

Responsible Person: The Approved Provider (if that person is an individual, and in any other case the 

person with management and control of the service operated by the Approved Provider) or a Nominated 

Supervisor or person in day-to-day charge of the service in accordance with the National Regulations.  

Staff record: A record which the Approved Provider of a centre-based service must keep containing 

information about the Nominated Supervisor, the Educational Leader, staff, volunteers, students and 

the Responsible Person at HTK. Details that must be recorded include qualifications, training and the 

WWC Check (Regulations 146–149). A sample staff record is available on the ACECQA website: 

www.acecqa.gov.au  

Victorian Institute of Teaching (VIT): The statutory authority for the regulation and promotion of the 

teaching profession in Victoria, established as part of the Victorian Institute of Teaching Act 2001. All 

early childhood teachers are required to be registered with the Victorian Institute of Teaching.  

Working directly with children: Working directly with children is defined as being physically present 

with children and directly engaged in providing them with education and/or care. 

Working with Children (WWC) Check: The check is a legal requirement under the Working with 

Children Act 2005 for those undertaking paid or voluntary child-related work in Victoria. The Department 

of Justice assesses a person’s suitability to work with children by examining relevant serious sexual, 

physical and drug offences in a person’s national criminal history and, where appropriate, their 

professional history. A WWC Check card is granted to a person under working with children legislation 

if: 

• they have been assessed as suitable to work with children 

• there has been no information that, if the person worked with children, they would pose a risk to 

those children 

• they are not prohibited from attempting to obtain, undertake or remain in child-related employment. 

5. SOURCES AND RELATED POLICIES 

Sources 

• The Commission for Children and Young People (2018), A Guide for Creating a Child Safe 

Organisation: https://ccyp.vic.gov.au/assets/resources/CSSGuideFinalV4-Web-New.pdf   

• Australian Children’s Education and Care Quality Authority (ACECQA): www.acecqa.gov.au 

• ELAA’s Employee Management and Development Kit: developed to support early learning services 

in the ongoing management and development of their employees at: 

https://elaa.org.au/resources/free-resources/employee-management-development-kit/ 

• ELAA’s Early Childhood Management Manual contains additional information and attachments 

relating to staffing, including sample position descriptions, sample letters of employment and 

interview questions. Available from: www.elaa.org.au  

• Department of Education and Training, The Kindergarten Funding Guide: 

https://www.education.vic.gov.au/childhood/providers/funding/Pages/kinderfundingcriteria.aspx 

• The Early Years Learning Framework for Australia: Belonging, Being, Becoming: 

www.education.gov.au 

• Victorian Early Years Learning and Development Framework: www.education.vic.gov.au 

• Working with Children Check unit, Department of Justice and Regulation – provides details of how 

to obtain a WWC Check: www.workingwithchildren.vic.gov.au 

• Victoria Police – National Police Record Check: www.police.vic.gov.au  

Service policies 

• Administration of First Aid Policy 

http://www.acecqa.gov.au/
http://www.acecqa.gov.au/
http://www.elaa.org.au/
http://www.education.gov.au/
http://www.education.vic.gov.au/Pages/default.aspx
http://www.workingwithchildren.vic.gov.au/
http://www.police.vic.gov.au/
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• Anaphylaxis Policy 

• Asthma Policy 

• Child Safe Environment Policy 

• Code of Conduct Policy 

• Complaints and Grievances Policy 

• Curriculum Development Policy 

• Delivery and Collection of Children Policy 

• Determining Responsible Person Policy 

• Inclusion and Equity Policy 

• Interactions with Children Policy 

• Participation of Volunteers and Students Policy 

• Privacy and Confidentiality Policy 

• Supervision of Children Policy 

PROCEDURES 

The Approved Provider and Persons with Management and Control are responsible for: 

• complying with HTK’s Code of Conduct Policy at all times 

• appointing Nominated Supervisors (refer to Definitions) who are aged 18 years or older, fit 

and proper and have suitable skills, as required under the Education and Care Services 

National Law Section 161(refer to Determining Responsible Person Policy)  

• ensuring that there is a Responsible Person (refer to Definitions and Determining 

Responsible Person Policy) on the premises at all times that HTK is in operation (National 

Law, Section 162)  

• ensuring that the Nominated Supervisor, educators and all staff comply with the Code of 

Conduct Policy at all times 

• ensuring that children being educated and cared for by HTK are adequately supervised 

(refer to Definitions and Supervision of Children Policy) at all times they are in the care of 

HTK (National Law: Section 165(1)) 

• complying with the legislated educator-to-child ratios at all times (National Law: Sections 

169(1) & (2), National Regulations: Regulations 123,  357,) 

• ensuring that all staffing meets the requirements of The Kindergarten Funding Guide (refer 

to Sources) at all times HTK is in operation 

• complying with relevant industrial agreement and current legislation relating to the 

employment of staff, including the Equal Opportunity Act 2010, Fair Work Act 2009, 

Occupational Health and Safety Act 2004 and the Working with Children Act 2005 

• following the guidelines for the recruitment, selection and ongoing management of staff as 

outlined in the Child Safe Environment Policy  

• employing the relevant number of appropriately-qualified educators (refer to Definitions) 

with ACECQA approved qualifications (refer to Background and Sources) (Regulation 126) 

• employing additional staff, as required, to assist in the provision of a quality early childhood 

education and care program 

• ensuring an early childhood teacher (refer to Definitions) is working with HTK for the 

required period of time specified in the National Regulations, and that, where required, a 

record is kept of this work (Regulations 130–135, 152, 363) 

• Maintaining a record of educators working directly with children in accordance with 

Regulation 151 
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• appointing an appropriately-qualified and experienced educator to be the Educational 

Leader (refer to Definitions), and ensuring this is documented on the staff record 

(Regulations 118, 148) 

• ensuring that educators and other staff are provided with a current position description that 

relates to their role at HTK 

• maintaining a staff record (refer to Definitions) in accordance with Regulation 145, including 

information about the Responsible Person, Nominated Supervisor, the Educational Leader, 

other staff members, volunteers and students. Details that must be recorded include 

qualifications, training and Working with Children as set out in Regulations 146-149. A 

sample staff record is available on the ACECQA website: www.acecqa.gov.au   

• complying with the requirements of the Working with Children Act 2005, and ensuring that 

the Nominated Supervisor, educators and staff at HTK have a current WWC Check (refer 

to Definitions) or a Victorian Institute of Teaching (VIT) certificate of registration (applicable 

to ECT only). 

• confirming the WWC Check or confirming VIT registration (applicable to ECT only) of all 

staff prior to their being engaged or employed as a staff member at HTK 

• confirming the WWC Check of all volunteers prior to their being permitted to be a volunteer 

at HTK. In respect of parents/guardians of children attending HTK who volunteer to be on 

duty at HTK, encouraging those parents/guardians/carers to have a current WWC Check 

• ensuring that a register of the WWC Checks or VIT registrations is maintained and the 

details kept on each staff record (Regulations 145, 146, 147, 149)  

• HTK will cover the costs of WWC Checks or criminal history record checks or renewals for 

staff 

• HTK has developed (and implemented, where relevant) an appropriate induction program 

for all staff appointed to HTK including a staff handbook, orientation schedule and 3-month 

review process to be implemented for all new staff 

• developing rosters in accordance with the availability of Responsible Persons, staff 

qualifications, hours of operation and the attendance patterns of children 

• ensuring that volunteers/students and parents/guardians are adequately supervised at all 

times when participating at HTK, and that the health, safety and wellbeing of children at 

HTK is protected (refer to Participation of Volunteers and Students Policy) 

• ensuring educators who are under 18 years of age are not left to work alone, and are 

adequately supervised at HTK (Regulation 120) 

• ensuring that there is at least one educator with current approved first aid qualifications, 

anaphylaxis management training and emergency asthma management training (refer to 

Definitions) in attendance and immediately available at all times that children are being 

educated and cared for by HTK. (Note: this is a minimum requirement. As a demonstration 

of duty of care and best practice, HTK strongly encourages all educators have current 

approved first aid qualifications, anaphylaxis management training and emergency asthma 

management training.  If an educator does not have current approved first aid qualifications 

a plan to achieve this qualification will be put in place.) Details of qualifications and training 

must be kept on the staff record (Regulations 136, 145) 

• developing procedures to ensure that approved first aid qualifications, anaphylaxis 

management training and emergency asthma management training are evaluated regularly, 

and that staff are provided with the opportunity to update their qualifications prior to expiry 

• encouraging all staff to be fully immunised against influenza, measles, mumps, rubella, 

whooping cough (pertussis) and chickenpox (varicella) and to keep their immunisations up 

to date 

• ensuring that staff records (refer to Definitions) and a record of educators working directly 

with children (refer to Definitions) are updated annually, as new information is provided or 

when rostered hours of work are changed (Regulations 145–151) 

http://www.acecqa.gov.au/
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• ensuring that annual performance reviews of the Educational Leader, Educators and other 

staff are undertaken 

• reviewing staff qualifications as required under current legislation and funding requirements 

on an annual basis 

• ensuring that the Nominated Supervisor, educators and other staff, volunteers and students 

are not affected by alcohol or drugs (including prescription medication) that would impair 

their capacity to supervise or provide education and care to children (Regulation 83) 

• ensuring that all educators and staff have opportunities to undertake professional 

development relevant to their role 

• ensuring that the Nominated Supervisor and educators/staff are advised and aware of 

current child protection laws and any obligations that they may have under these laws 

(Regulation 84) (refer to the Child Safe Environment Policy) 

• informing parents/guardians of the name/s of casual or relief staff where the regular 

educator is absent 

• developing and maintaining a list of casual and relief staff to ensure consistency of service 

provision 

• ensuring that the procedures for the appointment of casual and relief staff are compliant 

with all regulatory and funding requirements.  

The Nominated Supervisor and Persons in day-to-day Charge are responsible for: 

• ensuring that the name and position of the Responsible Person in charge of HTK is 

displayed and easily visible from the main entrance of HTK  

• following the guidelines for the recruitment, selection and ongoing management of staff as 

outlined in the Child Safe Environment Policy 

• complying with HTK’s Code of Conduct Policy at all times 

• ensuring adequate supervision of children at all times (refer to Supervision of Children 

Policy) 

• ensuring the educator-to-child ratios are maintained at all times (Regulation 169(3)), that 

each educator at HTK meets the qualification requirements relevant to their role, including 

the requirement for current approved first aid qualifications, anaphylaxis management 

training and emergency asthma management training, and that details of such training is 

kept on the staff record 

• developing rosters in consultation with the Approved Provider in accordance with the 

availability of Responsible Persons, staff qualifications, hours of operation and the 

attendance patterns of children 

• ensuring that educators and other staff undertake appropriate induction following their 

appointment to HTK 

• ensuring that all educators and staff have opportunities to undertake professional 

development relevant to their role 

• participating in an annual performance review 

• ensuring that less experienced educators and others engaged to be working with children 

are adequately supervised  

• ensuring educators who are under 18 years of age are not left to work alone and are 

adequately supervised at HTK  

• providing details of their current WWC Check or VIT registration for the staff record 

• confirming of Working With Children Checks or VIT registrations of staff  

• ensuring that they are not affected by alcohol or drugs (including prescription medication) 

that would impair their capacity to supervise or provide education and care to children 

(Regulation 83) 
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• ensuring that they are aware of current child protection laws and any obligations that they 

may have under these laws (refer to Child Safe Environment Policy) 

• informing parents/guardians of the name/s of casual or relief staff where the regular 

educator is absent. 

All educators and other staff are responsible for: 

• complying with HTK’s Code of Conduct Policy at all times 

• ensuring that they are not affected by alcohol or drugs (including prescription medication) 

that would impair their capacity to supervise or provide education and care to children  

• providing details of their current WWC Check or VIT registration and where relevant 

Criminal Records Check for the staff record 

• undertaking the required induction program following appointment to HTK  

• advising the Working With Children Check Unit at the Department of Justice and Regulation 

of any relevant change in circumstances, including change of name, address, contact 

details and change of employer organisation, including changes to the organisation’s 

contact details 

• where the role involves working with children, providing adequate supervision at all times 

(refer to Definitions and Supervision of Children Policy) 

• maintaining educator-to-child ratios at all times 

• maintaining current approved qualifications relevant to their role, including first aid 

qualifications, anaphylaxis management training and emergency asthma management 

training 

• participating in an annual performance review 

• undertaking professional development relevant to their role to keep their knowledge and 

expertise current 

• supervising educators at HTK who are under 18 years of age, and ensuring that they are 

not left to work alone 

• ensuring that they are aware of current child protection laws and any obligations that they 

may have under these laws (refer to Child Safe Environment Policy). 

Parents/guardians, volunteers and students on placement are responsible for: 

• reading this Staffing Policy 

• complying with the Code of Conduct for Parents/Guardians (refer to the Code of Conduct 

Policy) at all times 

• complying with the law, the requirements of the Education and Care Services National 

Regulations 2011, and all HTK policies and procedures 

• following the directions of staff at HTK at all times to ensure that the health, safety and 

wellbeing of children is protected. 

EVALUATION 

In order to assess whether the values and purposes of the policy have been achieved, the 

Approved Provider will: 

• regularly check staff records to ensure WWC Checks and qualifications are current and 

complete 

• regularly seek feedback from everyone affected by the policy regarding its effectiveness 

• monitor the implementation, compliance, complaints and incidents in relation to this policy 

• keep the policy up to date with current legislation, research, policy and best practice 

• revise the policy and procedures as part of HTK’s policy review cycle, or as required 
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• notify parents/guardians at least 14 days before making any changes to this policy or its 

procedures unless a lesser period is necessary because of a risk.  

ATTACHMENTS 

Attachment 1: Recruitment and Selection 

Attachment 2. Interview Guidelines 

Attachment 3: Induction Process  

Attachment 4: Induction Checklist 

Attachment 5: Performance Management 

Attachment 6: Goal Setting and Performance Review Form 

Attachment 7: Professional Development 

Attachment 8: Leave 

Attachment 9: Staff Exit Procedures   

Attachment 10: Exit Questionnaire 

Attachment 11: Exit Interview Report 
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ATTACHMENT 1 

RECRUITMENT AND SELECTION 

INTRODUCTION 

The success of HTK relies on its ability to attract the best staff and volunteers available. Recruitment 

methods must be fair, efficient and effective. 

RESPONSIBILITIES 

The Approved Provider and Administration Manager are responsible for ensuring: 

• all staff are aware of their responsibilities in the recruitment and selection process 

• the HTK President leads the recruitment and selection process and makes the final decision in 

respect of that process 

• staff are given continuous support and guidance in regard to recruitment and selection issues 

• all roles have current position descriptions that specify role requirements and selection criteria.  

The Nominated Supervisor is responsible for: 

• ensuring staff are given continuous support and guidance in regard to recruitment and selection 

issues 

• taking an active role in the recruitment and induction process 

• ensuring HTK’s staffing levels are appropriate and meet legislative requirements 

• ensuring all staff placements have been authorised by the Approved Provider. 

All educators and other staff are responsible for ensuring:  

• they are familiar with the recruitment policies and procedures, and that they follow them accordingly. 

PROCEDURE – PERMANENT / PART TIME EMPLOYMENT 

1. PRE-RECRUITMENT ACTIVITIES 

When it is necessary to recruit for a position, the Approved Provider must refer to the relevant position 

description to establish the requirements and key selection criteria for the position.  

If a position description does not exist for the available position, or if the position description needs to 

be revised, it is the responsibility of the President and the Administration Manager to undertake this 

task. Once drafted, the new or revised position description must be approved by the Educational Leader 

and/or Executive Committee.  

Selection criteria will be drafted by the President and the Administration Manager based on the position 

description. 

2. DIRECT INTERNAL APPOINTMENTS / PROMOTIONS 

In the event that the Educational Leader recommends promoting a current HTK employee who meets 

the specific selection criteria for the vacant position, the appointment must be authorised by the 

Executive Committee.  

The Executive Committee must ensure that all of HTK’s current employees and volunteers who possess 

the relevant skills and who have expressed interest in the position have been appropriately considered. 

3. INTERNAL ADVERTISING 

Where appropriate, HTK must advertise all vacancies internally. 

Exceptions to this rule may occur when: 
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• the position is of a specialised nature and appropriate skills are not available within HTK; or 

• there is a need to make a direct appointment or promotion into the vacant position.  

Upon receiving approval for the vacant position, the Administration Manager will advertise the available 

position internally. Internal advertisements should include the following: 

• position title 

• outline of the position 

• skills required for the role 

• closing date for applications. 

All internal applicants should forward a current copy of their resume, together with covering letter, to the 

Educational Leader of HTK for acknowledgement, consideration and processing. 

Internal applicants who possess the required skills, qualifications and work-related experience, as 

specified in the internal advertisement, must be interviewed for the position by the relevant staff member, 

Educational Leader and President (or another Executive Committee member). 

4. EXTERNAL ADVERTISING 

Where a position cannot be filled internally or where it is appropriate to conduct concurrent internal and 

external recruitment campaigns, the Administration Manager is responsible for externally advertising the 

available position. 

All such positions will be advertised through relevant networks, on relevant websites, and through local 

employment services, if necessary.  

Volunteer positions will be advertised as widely as deemed reasonable. 

All advertisements must be approved by the Educational Leader and, if the cost exceeds the allocated 

budget, by the Executive Committee. 

All communications regarding the vacant position are to be sent to the Administration Manager, with all 

applications marked ‘Confidential’. 

5. USE OF RECRUITMENT CONSULTANTS 

When determined appropriate, external recruitment consultants may be used for recruitment purposes. 

It remains the Administration Manager’s responsibility to ensure that the recruitment consultant adheres 

to HTK’s recruitment and selection policies. 

6. SCREENING APPLICANTS 

If a recruitment consultant has been engaged to recruit for a position, they will be responsible for 

screening the applicants. 

Resumes must be screened against the position description so that assessments can be made of their 

suitability for the specific role. Applicants who are assessed as suitable will then be selected for 

interview. 

Emails of acknowledgment should be sent to all applicants prior to the short-listing of final suitable 

applicants.  

Applicants who do not meet the key selection criteria and are not suitable to be short-listed for an 

interview should be sent an email advising them that their application has been unsuccessful. 

7. CONDUCTING INTERVIEWS 

The short-listing and interview process will be conducted by a panel, which will include the Educational 

Leader and at least one Executive Committee member. Applicants will be treated with respect 

throughout the recruitment process including: 

• being provided with sufficient information, including a position description, to make an informed 

choice of their suitability for the role 

• having their personal documentation held in confidence 

• having access to feedback. 
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If an applicant is a family member or friend of any member of staff, then the panel will be selected 

accordingly to protect the integrity of the process. If any member of staff finds that they are assessing 

any applicant who is a family member or friend, they shall declare this to the panel as an interest (refer 

to Attachment 2 - Interview Guidelines). 

8. REFERENCE CHECKING 

The Administration Manager is to ensure that, where possible, a minimum of two reference checks are 

conducted prior to an offer of employment being extended to a candidate. 

Details of the reference checks should be attached to the candidate’s application for future reference. 

The Federal Privacy Legislation applies to such records held by an organisation. 

9. OTHER CHECKS 

Prior to commencing employment, staff responsible for the care or education of children, including all 

relief or emergency staff (for example, educators and assistants), must present a current police records 

check and a WWC Check. The police records check must be considered and approved by the Approved 

Provider.  

10. VERIFICATION OF QUALIFICATIONS 

It is necessary to sight and ensure that the qualifications of the educator or assistant meet the 

requirements under the Education and Care Services National Regulations 2011 and the requirements 

of the DET Victorian Kindergarten Funding Guide, before they commence employment.  

Copies of first aid qualifications of HTK staff are to be kept on file. The following qualifications are 

required: 

• all educators must have a current approved first aid qualification 

• all educators must have a current approved anaphylaxis qualification 

• at least one educator must have completed current approved Emergency Asthma Management 

(EAM) training 

• all educators must renew their Child Protection in Early Childhood annually. 

11. NEW STARTER PAPERWORK 

If an internal candidate is selected, an Executive Committee member must notify the successful 

candidate. If an external candidate has been selected, an Executive Committee member must make a 

verbal offer to the candidate. 

The Administration Manager must prepare a written letter of offer for the successful candidate. A 

standard letter of offer is to be used for all offers of employment, and will confirm the start date, salary 

(if any), position and the terms and conditions of employment pertaining to the employee. 

Once the Educational Leader or Administration Manager has received the candidate’s signed letter of 

offer, the Administration Manager is to notify all unsuccessful candidates. If an external recruitment 

agency has been used, the Administration Manager is to notify the agency, who will notify the 

unsuccessful candidates.  

The Educational Leader is responsible for liaising with the Administration Manager to ensure that the 

necessary documentation, equipment and access privileges are prepared for the new employee. 

The Educational Leader will assist the new candidate through an induction checklist . 

12. RECORDS  

Basic records of the recruitment process are to be maintained for a period of one year. Records should 

include information about position descriptions sent, applications received (including applicants’ names, 

addresses and contact numbers), a list of applicants short-listed and interviewed, and a record that 

applicants have been notified of outcomes. 

Once the position has been accepted, a personnel file should be prepared. This file is a comprehensive 

record of employment, containing past and present information, of any persons employed at HTK. A 

personnel file is a resource that the relevant members of the Committee need as an employer. Separate 
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files are kept for anyone employed at HTK, for example, educator, assistant, emergency and relief staff. 

The staff record is assembled and kept current by the Administration Manager. 

At the conclusion of the recruitment process, all applications will befiled for five years   electronically.  
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DIAGRAM 1: PERMANENT STAFF RECRUITMENT & SELECTION FLOWCHART 
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PROCEDURE - CASUAL EMPLOYMENT 

HTK utilises casual employment where work is to be performed on an ad hoc basis over an undefined 

and normally short period of time. These individuals are sought from a pool of relief staff or a professional 

employment agency with full police checks. Casual staff members are paid by the hour, receive a loading 

and can be engaged on a full-time or part-time basis.  

The Educational Leader is responsible for ensuring that correct qualifications and ratios are being met at all 

times and must notify the Approved Provider of these arrangements in advance for governance control.  
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ATTACHMENT 2 

INTERVIEW GUIDELINES 

INTRODUCTION 

The purpose of an interview is to provide and obtain information that will assist in making a decision 

about a candidate’s suitability.  

Whilst each interviewer will develop their own interviewing style, there are a number of essential 

characteristics of an interview that must be present in all interviews. 

1. PRIOR TO CONDUCTING THE INTERVIEW 

Review the candidate's resume before commencing the interview. This will help you feel more 

comfortable when the candidate arrives.  

Review the similarities or differences in qualifications relating to the performance factors of the job, 

including:  

• education or basic paper qualifications for the job 

• related work experience and areas of specialisation 

• non-work experience (such as special interests or volunteer activities) in which the candidate might 

have developed skills related to the position. 

2. CONDUCTING THE INTERVIEW 

Asking questions is an important part of the interviewer's role, however they must also: 

• reduce communication barriers 

• maintain control of the interview 

• ensure that the candidate reveals what the interviewer wants to know, not simply what the candidate 

wants to tell 

• create a friendly, conversational atmosphere. 

Having the candidate respond to questions and prompts will encourage them to do most of the talking 

while the interviewer ensures that all relevant topics are covered. The interviewer may be required to 

ask a question a second time by re-phrasing it or by returning to a particular topic at a later point in the 

interview. 

While each interviewer develops a particular style, the following steps provide a useful guide to the 

structure of an interview. 

Step 1: Set the stage 

It is important to create an interviewing environment that allows a candidate to put their best foot forward. 

An interviewer will be able to gain more information in a comfortable setting and the candidate will be 

left with a favourable impression of the organisation. It is important to consider the following: 

• make arrangements for a private meeting room in which to conduct the interview 

• do not allow interruptions (e.g. telephone calls) 

• interviews are more comfortable if conducted in an informal ‘around the table’ setting rather than 

across a desk, particularly when more than one interviewer is involved. Position the candidate so 

that they can comfortably direct conversation to anyone in the room 

• introduce yourself and all members of the interview panel to the candidate (the panel members may 

prefer to introduce themselves) 

• body language should be relaxed and open 

• be friendly and courteous throughout the interview. The tone should be like a slightly structured 

conversation 

• sometimes it helps to begin by entering into a general conversation, for example talking about HTK.  
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Step 2: Outline the agenda 

Outline for the candidate the structure that the interview will take. This will help them to relax and will 

put the interviewer in control of what is to follow. It is important to consider the following: 

• identify areas to be covered (e.g. the duties and responsibilities involved in the job; the candidate's 

education and experience and how they relate to the position; the use of hypothetical situations)  

• suggest the length of time that the interview is expected to take, and any additional time that might 

be spent touring the work site etc. 

• provide the candidate with a description of the duties and responsibilities of the job and an overview 

of the workings of HTK  

• avoid confusing or overly technical language. Don't oversell the job or mislead the candidate about 

the actual duties and responsibilities involved or the future growth expectations of the position 

• advise the candidate that there will be an opportunity later in the interview for them to ask questions 

or add information that may not yet have been covered.  

Step 3: Gather information 

Following core questions will provide structure and should take up most of the interview time; however, 

some flexibility is necessary to allow for follow-up questions and for questions that will arise out of each 

candidate's documentation. This helps to create a comfortable, relaxed tone.  

Listen for evidence of both positive and negative behaviour and focus on one specific performance factor 

at a time. Analyse how well those behaviours and skills would carry over to the position.  

The interviewing process may take some time to master, but it can be extremely effective. Probing is 

particularly necessary when there are gaps in the candidate's life/work history, when inconsistencies 

appear or when the candidate changes the subject or is evasive. 

Step 4: Welcome added information and answer questions 

In the later stages of the interview, the candidate may have specific questions about the job or HTK 

itself. A detailed discussion should be reserved until this point, so that the candidate won't simply tailor 

their answers to suit the position. This is a good time to probe for more detailed information, such as: 

"Now that I've described the job, do you have any relevant skills that we haven't yet heard about?" 

Thank the candidate for coming to the interview and explain the time frame for decision-making and 

what the next step in the process will be. 
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ATTACHMENT 3 

INDUCTION PROCESS 

INTRODUCTION 

HTK is committed to inducting all new employees, volunteers and contractors into the organisation, in 

order to ensure that they have a smooth integration into their role and become operationally competent.  

Induction programs which are well planned, conducted and evaluated will enable new employees to 

learn about HTK, its culture and the requirements of their role.  

PURPOSE 

The purpose of this document is to ensure that new employees, volunteers and contractors have a 

smooth transition into HTK and their roles.  

DEFINITIONS 

‘New employees’ refers to both recruits to HTK (including contractors, casuals, volunteers and 

temporary staff), staff transfers and promotions. 

RESPONSIBILITIES 

The Approved Provider is responsible for ensuring: 

• all staff are aware of their responsibilities in the induction process 

• the induction process takes place in accordance with this policy. 

The Nominated Supervisor is responsible for ensuring: 

• staff are given continuous support and guidance in the induction process and made to feel welcome 

and part of the team at HTK 

• co-ordination with the Administration Manager for the timing of the induction 

• all new employees participate in an induction program 

• upon completion of the induction program the staff member and HTK Educational Leader sign the 

induction program form and the signed document is kept in the employee’s file. 

Educators and other staff are responsible for ensuring:  

• they are familiar with the recruitment policies and that they follow them  

• all new staff members are made to feel welcome and supported throughout their time at HTK 

• they participate in all induction activities organised by HTK  

• they sign off the participation in induction program form upon completion of the induction program.  

It is the responsibility of the Administration Manager to ensure that: 

• a timetable for induction is arranged for the induction of new employees, in conjunction with the 

Educational Leader, and any other staff also involved 

• HTK’s induction kit and staff handbook is developed, containing relevant documents, including 

information about HTK policies 

• the induction kit and staff handbook are kept up to date with relevant information 

• the quality of the induction process is maintained. 

PROCEDURE 

The Administration Manager must schedule all new employees to attend an induction on their first day of 

employment, nominating the area where the induction will be conducted and ensuring all necessary 
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resources are available An appropriate amount of time and expenditure should be used to ensure the 

communication of required information, such as Occupational Health & Safety requirements, duties to 

be undertaken, dealing with the staff, parents/guardians and children, physical layout of the site, etc. 

This will ensure that employees can work safely and represent HTK effectively. 

The Administration Manager should tailor the induction program to suit the needs of the employee(s) 

being inducted and provide the appropriate information to the new employee(s). 

The Administration Manager should assign a ‘mentor’ who will help induct the new employee during the 

first two weeks of employment. The mentor should provide support, give advice on matters arising, 

answer questions informally, give practical tips, introduce staff, be involved in giving feedback, etc. 

The Administration Manager is responsible for following up the employee’s induction during the first 

week and month as indicated on the Induction Checklist (see Attachment 4 – Induction Checklist). 

The Administration Manager will work through an Induction Checklist for each new employee, ticking 

each item as it is addressed and crossing out those items not applicable. They should ensure that the 

new employee and the Educational Leader sign the Induction Checklist on completion. 

PROBATIONARY PERIOD 

A probationary period of 12 weeks within term time shall apply, and employment may be terminated before 

the expiration of this period by either party by giving one day’s written notice and, in such circumstances, 

the staff member will be paid for time worked in accordance with the Fair Work Act 2009. 

FOLLOW UP 

The Administration Manager should ensure that each employee completes an induction evaluation 

within three weeks of completing the induction and table this for review at the next Executive Committee 

meeting. The Administration Manager should also organise a performance review process and 

confirmation of employment at the end of the probation period. 
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ATTACHMENT 4 

STAFF INDUCTION CHECKLIST 

Employee Name: ________________________________ Commencement Date ____________ 
 
Induction Date: __________________________ 
 

CONTENT POINTS TO BE 

COVERED 

 

INSTRUCTIONS/ RESOURCES 

REQUIRED 

EMPLOYEE 

SIGN 

 

EMPLOYER 

SIGN 

 

STAFF DETAILS 

Employee Details Emergency contact details 

Medical/Immunisation details 

Allergy details 

Staff record sheet   

Certificate verification First aid and qualifications Ensure a copy of all qualifications 

are current and given to Admin 

Manager for adding to staff folder 

  

Taxation Information Tax Declaration Form Form to be filled in   

Superannuation Choice of Funds Form to be completed   

Hours of Work Roster 

Breaks/meal breaks 

Overtime/Time in Lieu 

Time sheets 

Award requirements 

Time sheet folder 

  

Pay Procedures Pay Periods 

Bank details 

Payroll Form to fill in   

Dropbox Explain how to use it Give Admin Manager email address 

to setup access - if required 

  

POLICIES 

Policies Folder Where to find it 

 

Must read and understand 

obligations for your role 

  

Code of Ethics & 

HTK Philosophy 

Where they are kept Dropbox 

 

  

Child Safe  

Environment Policy  

Where they are kept Policies folder   

OH&S Where to find information 

Practical suggestions 

Policies folder / Dropbox 

 

  

Sexual Harassment Where to find information Policies folder   

Grievance  Where to find information Policies folder   

ACECQA 

Accreditation 

Current HTK Happenings Quality Improvement Plans   

PROCEDURES AND EXPECTATIONS 

 

Emergency 

Procedures 

Evacuation Procedures Fire Exits Map 

Procedures Information 

Emergency contact numbers 

  

Procedures for 

opening 

and closing HTK 

Keys 

Lock-up 

Late children 

Computer 

Filling cabinet 

Keys 

Instructions 

Late fine info 

  

First Aid Location of Kits 

First Aid Qualifications 

Procedures 

Names of Staff qualified 

in first aid & forms to be completed, 

persons to notify etc. 

  

Personal Phone Calls Procedures    

Office Use of and availability of    

Car Parking Where to park    
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CONTENT POINTS TO BE 

COVERED 

 

INSTRUCTIONS/ RESOURCES 

REQUIRED 

EMPLOYEE 

SIGN 

 

EMPLOYER 

SIGN 

 

 

Lone Staff Safety when on premise 

alone 

Understand procedure and safety 

precautions 

  

CONDITIONS OF EMPLOYMENT 

Statement of 

Understanding 

Rates of Pay 

Award 

Probation periods 

Statement to sign 

Award Information 

  

Sicknesses/Absences Leave Entitlements 

Sick Leave/Procedure 

Doctor’s certificates 

   

Performance 

Appraisals 

When carried out and 

by whom 

Who has input 

Appraisal Forms 

Mentors 

  

Staff Handbook Contents of the Staff 

Handbook 

Handbook read / explained and 

understood 

  

Children/Parent Information 

Sign-in books  Where they are kept - and 

checking procedures 

   

Children's enrolment 

and other information   

Group Folders Where they are kept and what 

information is filed 

  

Forms and procedures 

for accidents at HTK 

When carried out and 

by whom 

Who has input 

Appraisal Forms 

Mentors 

  

Court orders  Discuss any special 

circumstances for any 

children 

Need to comply with court orders   

Allergies/medical 

issues 

Discuss Plans and actions to 

take for each child 

Ensure comfortable and able to 

assist the child with any medical 

issue 

  

Tour of HTK 

 

 

⃝ Security codes / lock up / keys     _____________ 

⃝ Access to the computer / codes / dropbox / emails    _____________ 

⃝ Staff communication diaries & teaching resources etc.   _____________ 

⃝ Notice boards for staff & parents reviewed    _____________ 

⃝ Evacuation points       _____________ 

⃝ What resources are in each room – book room / art etc.  _____________ 

⃝ Sheds – how to access and what is in each shed    _____________ 

⃝ Medication information and where kept    _____________ 

⃝ Fire extinguishers, blankets & emergency bags   _____________ 

⃝ Follow OHS Daily Checklist       _____________ 
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Comments / Follow-up: 

_________________________________________________________________________________

_________________________________________________________________________________ 

_________________________________________________________________________________

_________________________________________________________________________________ 

 
 

Signatures of Completion: 
 
Employee: _______________________   Educational Leader HTK __________________________ 
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ATTACHMENT 5 

PERFORMANCE MANAGEMENT 

INTRODUCTION 

HTK’s staff performance review process has been designed to provide a vital link between the 

organisations’ Business Plan, its vision and guiding principles, and individual staff members. It is also 

designed to ensure that goals and objectives flow from the top of the organisation to the personal 

objectives of each individual. 

This applies to permanent and part-time paid employees only. If requested, volunteer workers can 

participate in and have access to the review process in order to obtain feedback regarding their position 

and performance.  

PURPOSE 

The purpose of this procedure is to ensure that a consistent approach is followed for conducting 

performance reviews, and that job-related skill and knowledge, and employee competencies and 

behaviours, are evaluated and compared against set standards and business objectives. 

RESPONSIBILITIES 

The Approved Provider is responsible for ensuring: 

• HTK’s performance management system is continually reviewed and refined to ensure it will support 

the achievement of HTK’s objectives, and which will fairly and consistently evaluate each individual’s 

performance against these objectives 

• the provision of ongoing development of the Educational Leader’s skills that are required to 

effectively contribute to performance reviews 

• that the Educational Leader and staff are aware of their responsibilities in the performance 

management process 

• ongoing support and guidance is provided to the Educational Leader or educators with performance 

management issues. 

The Nominated Supervisor is responsible for ensuring: 

• they are familiar with the performance management system objectives and procedures 

• their responsibilities are carried out in accordance with this policy. 

Educators and other staff are responsible for ensuring:  

• they participate openly and honestly in planning and assessing their own performance objectives 

and receiving feedback from their Manager or Supervisor. 

The Administration Manager is responsible for ensuring: 

• the appraisal forms are current 

• they assist with the co-ordination of the appraisals 

• all information is correctly documented and distributed. 
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PROCEDURE 

Review Process 

HTK undertakes a three-stage review process with staff members each year. This review process is 

undertaken by the President and one other member of the Executive Committee. In the event that a 

mutual time cannot be found, the process may be undertaken by the Educational Leader.  

The review process involves the following with each staff member of HTK: 

1. a planning interview is conducted in March with the purpose of establishing the staff member’s goals 

for the year ahead and to discuss and finalise an individual professional development plan (refer 

below for details). The staff member will be given a copy of their position description and staff 

appraisal documents 2 weeks prior to the interview. A blank Professional Development Plan - Goal 

Setting and Performance Review Form is provided in Attachment 6 

2. a mid-year interview is conducted towards the end of term 2 (in May/June) to ‘check-in’ and discuss 

how the employee’s performance is tracking against his or her professional development plan 

3. an end of year performance review / appraisal interview is conducted in November.  

The staff member’s performance is to be reviewed against his or her key performance goals and the 

skills/competencies agreed to be developed.  

To ensure a degree of objectivity is apparent throughout the review process, the ‘next-in-line’ educator 

will continue to be involved in the review process and must agree with the review and sign off on it. 

All documents created as part of the review process are copied and forwarded to the staff member and 

placed in the staff record file.  

Individual Professional Development Plan 

The individual professional development plan is designed to provide the opportunity to establish key 

performance goals which provide a challenge to staff members and which can be reviewed and modified 

in response to achievements. 

The process of developing the plan is undertaken by the President and one other member of the 

Executive Committee in conjunction with the employee. In the event that a mutual time cannot be found, 

the process may be undertaken by the Educational Leader in conjunction with the employee. 

The plan should be developed within the first month of an employee commencing employment at HTK. 

It should continue to be revised and updated during the performance review process outlined above. 

This involves the staff member drafting their own plan at the beginning of each year and discussing the 

plan with the President and other Executive Committee member (or the Educational Leader in their 

absence) during the performance review interview held in March. During that interview, the plan is to be 

agreed and finalised.  

The plan should outline goals and objectives for the year ahead. It is the Executive Committee’s 

responsibility to ensure that these goals and objectives are in line with HTK’s business plan. Each 

objective should have targets and measures documented, to allow accurate assessment. 

The plan will also include an agreement of what skills/competencies are to be demonstrated in the role. 

Link to Salary Review Process 

The performance review process can be linked to the salary review process.   

Staff members should be rewarded on the basis of their contribution to HTK though an annualised salary 

adjustment (increase in base pay).  
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ATTACHMENT 6 

Professional Development Plan - Goal Setting and Performance Review Form 
Part One – Performance Goals & Review Name: ____________________  Position: ___________ 

 
March: Setting annual goals 

 

KEY PERFORMANCE GOALS LINKS TO NQF* 

1.   

 

2.   

 

3.   
 
 
 

4.   

 

 
 
*Links to NQF – please identify the Quality area each goal links to 

Your signature  ___________________________ Date  _____________  

President/CoM signature ___________________________ Name ___________________________ Date  _____________ 
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May/June: Mid-Year Check in 

 

KEY PERFORMANCE GOALS 
NQF 
LINK 

Mid-Year Check in 

Progress/Status Next Steps 
Additional strategies, 
resources required 

1.      

2.       

3.      

4.      

 
Follow up actions: 

_________________________________________________________________________________________________________________ 

_________________________________________________________________________________________________________________ 

_________________________________________________________________________________________________________________ 

_________________________________________________________________________________________________________________ 

Your signature  ___________________________ Date  _____________  

President/CoM signature ___________________________ Name ___________________________ Date  _____________ 

 
 

 

November: End of Year Review 
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KEY PERFORMANCE GOALS 
NQF 
LINK 

End of year review 

Progress/Status Next Steps 
Additional strategies, 
resources required 

1.  
 

    

2.      

3.      

4.      

 
Additional comments: 

_________________________________________________________________________________________________________________ 

 
Key to achievement of performance goals: 

WT - Working Towards PA - Partially Achieved  A – Achieved  E - Exceeded   NA - Not applicable 

End of year achievement of performance:  ______________________ 

Your signature  ___________________________ Date  _____________  

President/CoM signature ___________________________ Name ___________________________ Date  _____________ 
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Part Two – Individual Professional Development Plan       

SKILLS/COMPETENCIES TO 
BE DEVELOPED 

NQF LINK 
DEVELOPMENT 
ACTIVITY 

(EG. ON THE JOB 
TRAINING, 
COURSE/WORKSH
OPS, MENTORING 
ETC).  

SUPPORT NEEDED 

(e.g. Time, 
Educational Leader’s 
time, funding) 

DATE TO BE 
COMPLETED 

PROGRESS TOWARDS 
GOAL 

(Mid-year and End of Year) 

      

      

      

      

 

Your signature  ___________________________ Date  _____________  

President/COM signature ___________________________ Date  _____________ 
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Part Three – Certificate Check 

REQUIRED 
CERTIFICATION 

 

Course Completed 

 

Date next required Actioned 

 

Comments 

 

 

Asthma (every 3 years) 

    

 

Full First Aid (every 3 years) 

    

 

Anaphylaxis / Epipen (every 3 
years) 

    

 

CPR (annual) 

 

    

Child Protection Training     

 

WWCC (every 5 years) 
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ATTACHMENT 7 

PROFESSIONAL DEVELOPMENT 

INTRODUCTION 

HTK acknowledges that professional development is integral to personal job satisfaction, workplace 

productivity, reward, and recognition, and is critical to the achievement of HTK's mission and continuous 

improvement in the quality of its programs and services. 

HTK is committed to providing a supportive and rewarding environment for employees and recognises 

that the quality, responsiveness, and professionalism of its workforce are linked to the further 

development of their skills and competencies.  

HTK is, as far as is feasible within its available resources, committed to providing employees with: 

• the opportunity to plan and develop skills, knowledge and attributes that complement organisational 

and work unit goals 

• the opportunity to participate in career development activities that extend and enhance their 

capabilities and capacity for advancement within HTK 

• equity of access to professional development opportunities. 

PURPOSE 

This procedure seeks to balance the needs of staff for professional development, the needs of HTK for 

properly qualified staff, and the need to staff HTK’s services.  

The purpose of this procedure is to: 

• encourage and support employees in their professional and career development as part of their 

employment with HTK 

• provide administrative guidelines to facilitate fairness and equity in the application of these 

principles. 

RESPONSIBILITIES 

The Approved Provider is responsible for:  

• authorising an appropriate expenditure budget to facilitate appropriate professional development 

opportunities for staff 

• encouraging and supporting its employees to attend professional development activities that:  

- build their organisational knowledge and skills 

- obtain and maintain currency in professional knowledge and skills  

- enhance their career prospects 

- improve their leadership and management capabilities. 

The Nominated Supervisor is responsible for: 

• ensuring that staff are offered and permitted appropriate professional development opportunities, 

taking into account the needs of the individual as well as the organisation. This should be based on 

what was discussed in their appraisal documents 

• ensuring that staff do not go over budget and approve any staff requests.  

Staff are responsible for:  

• completing an individual professional development plan annually (as part of the performance review 

process) 

• communicating with the Nominated Supervisor in respect of any professional development 

opportunities they wish to complete, to enable prior approval and budget assessment 

• developing and maintaining the latest knowledge and skills in teaching and learning technologies  

• facilitating and promoting the use of the most effective learning environments  
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• providing examples of good practice amongst the team of employees by presenting professional 

development to other employees where relevant  

• supporting each other in their professional development. This can occur when employees are able 

to identify both the personal and professional strengths of their team mates. Encouraging and 

utilising these strengths in HTK’s services will ensure optimum levels of professionalism and higher 

quality care for the children and families who utilise HTK’s services  

• promoting the best theoretical and practical knowledge about early childhood and combining this 

knowledge with the specialised knowledge of the individual children in the early childhood program 

• maintaining a working knowledge of all relevant laws and regulations. A level of expectation is held 

that the professional skills and expertise of all employees will be updated through both formal and 

informal avenues of professional development. There is an expectation that all employees will 

undertake ongoing review of their professional practice and development to keep up to date with 

research and quality practises 

• seeking and considering the views of colleagues in the early childhood profession and those in other 

professions, sharing their ideas in a positive manner and fostering greater networks and 

relationships within the field. Training and qualifications are important factors in the early childhood 

profession. Employees wishing to upgrade will be supported whenever possible in their training with 

recognition given for successful completion of studies. 

PROFESSIONAL DEVELOPMENT  

Professional development programs shall be taken to include orientation, induction and on-the-job 

training, career development and transition programs, internal or external courses, support for 

undertaking research or project work, support for participation in internal or external governance 

processes, attendance at conferences or seminars, and networking, coaching and mentoring programs. 

PROPOSALS FOR PROFESSIONAL DEVELOPMENT  

Employees shall be encouraged, as part of the performance review process, to take an active role in 

their own ongoing professional and career development and to apply their learning to its most effective 

use. 

Any proposal by an employee for any change in their existing conditions of employment (hours of work, 

taking of leave, use of equipment, etc.) to facilitate their professional development shall be considered 

by the Educational Leader subject to  

• HTK’s policy to encourage such development where possible 

• the overall training needs and priorities of HTK 

• satisfactory assurances that the kindergarten program can be carried on satisfactorily in those 

circumstances 

• equity in the provision of such facilitation between employees. 

Any such agreement shall be fully documented in their staff record file.  
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PROCEDURES  

In order to facilitate the implementation of the policy the allocation of funding for professional 

development will be allocated according to the following priority areas: 

 

Priority areas 
Cost of program 

paid by HTK 
Employees wage / 
time paid by HTK 

Priority 1 

Training that has been identified and 
approved as part of the employee’s 
individual professional development 
plan. This training has been identified 
as necessary, compulsory or as 
valuable to HTK 

√ X 

Priority 2 
Training that is offered to an 
employee that is seen to be valuable 

√ X 

Priority 3 
Training that is requested by an 
employee 

Negotiable 

Priority 4 
Personal training that is undertaken 
for the employee’s own professional 
development 

X X 

 

Where time is not paid for by HTK, the employee is expected to donate this time to the professional 

development activity. Where activities other than priority 1 falls on a weekday during normal working 

hours, this time is to be deducted from accrued TIL or it becomes time owed to HTK to be worked at a 

later time.  

ALLOWANCES 

Access to training and development are subject to the Educational Leader’s and Committee’s approval, 

taking into consideration budgetary constraints and obligations under the award. All professional 

development needs to be approved and signed off on by the Educational Leader to ensure the 

professional development is in line with areas discussed in the appraisal process. Any additional 

professional development will need to be discussed with and approved by the Committee. 

Professional development obligations regarding teachers that HTK must comply with in accordance with 

the Victorian Early Childhood Teachers and Educators Agreement 2016 (VECTEA 2016) are set out in 

clause 45 of VECTEA and provide that:  

45.1 Each year services will allocate two child-free days as determined by the 

employer where teachers will be released from teaching and other normally 

rostered duties in order to undertake professional development.  

45.2 In order to gain maximum benefit from such professional development activities 

they will be determined jointly by the employer and employees and may include 

formal and informal activities to facilitate the designated outcomes.  

45.3 Where possible these days should be set well in advance each year so that 

parents can make suitable arrangements. … 

45.4 An employer may reimburse or meet part or all of the costs of approved 

professional development activities.  
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ATTACHMENT 8 

LEAVE 

Under the terms of the VECTEA 2016, staff have access to the leave entitlements set out below1.  

Any additional leave that is required to be taken should always be organised in advanced and discussed 

with the Educational Leader, who will seek approval from the Approved Provider.  

ANNUAL LEAVE AND ADDITIONAL LEAVE 

Entitlements to annual and additional leave are set out in clause 37 of the VECTEA 2016.  

Clause 36 of the VECTEA 2016 sets out options relating to models of employment for employees. Staff 

contracts reflect which model applies for each employee. All teachers are employed on the 10 weeks 

leave model of employment (thus delivering paid school holidays). Educators can be engaged on a 4 

weeks leave model or a 10 weeks leave model. Educators on the 4 weeks leave model will be paid the 

52/52 salary rates. Educators on the 10 weeks leave model will be paid the 46/52 salary rates. As at 

April 2018, all HTK employees were employed on the 10 weeks leave model.  

Employees are entitled to 20 days of annual leave (152 hours) (pro-rata for part time) in respect of each 

year of service accrued on a pro-rata basis.  

In addition, an employee employed on the 10 weeks leave model is entitled to an additional 30 days of 

leave (pro-rata for part-time). This provides employees with 10 weeks paid leave (a combination of 

annual and additional leave). Leave will be taken during term breaks unless otherwise agreed between 

HTK and the employee. Public holidays that occur during term breaks do not count as part of the 10 

weeks leave.  

An educator may agree to work during any or all of the additional leave period (up to a maximum of 

30 days) and will have their leave purchased back by HTK at ordinary time rates for the agreed period.  

An annual leave loading of 17.5% applies on 4 weeks’ annual leave.  

PERSONAL/CARERS’ LEAVE 

All employees other than casual employees are entitled to the following personal/carers’ leave (pro-rata 

if part time): 

• teachers are entitled to 3 weeks (15 days) personal/carer’s leave; and  

• educators are entitled to 2 weeks (10 days) personal/carer’s leave. 

Personal/carers’ leave can be taken due to:  

• the employee being unfit for work because of a personal illness or injury; or  

• to provide care or support to a member of the employee’s immediate family, or a member of the 

employee’s household, who requires care or support because of a personal illness or injury or an 

unexpected emergency affecting the member.  

The full entitlement of that personal/carer’s leave is allocated at the commencement of employment and 

at the completion of each year’s service. It continues to accrue year by year, however it is not portable 

or payable on termination. A teacher in their first year of teaching can continue to access the second 

year of entitlement should they need to access this leave (recognising that graduate teachers are often 

susceptible to illness), however there is provision in the VECTEA 2016 for an employee who has taken 

leave not accrued and who subsequently resigns to repay that unaccrued leave. 

A medical certificate must be provided for leave exceeding 3 consecutive days, or where there are 

reasonable grounds to suspect abuse, or where leave is taken either side of a public holiday. 

                                                        
1 Note: The Victorian Early Childhood Teachers and Educators Agreement award usually only has a life cycle of 

3 years. The 2016 version will operate until 31 July 2019. The VECTEA 2016, together with regular Wages 
Bulletins, can be found on ELAA’s website.  
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Entitlements to unpaid carers’ leave are set out in clause 29.8 of VECTEA 2016. 

Entitlements to infectious diseases leave (where an employee contracts an infectious disease through 

contact during the course of their employment) are set out in clause 29.9 of VECTEA 2016. 

COMPASSIONATE LEAVE 

Employees are entitled to 2 days of compassionate leave for each occasion when a member of the 

employee’s immediate family, or a member of the employee’s household:  

• contracts or develops a personal illness that poses a serious threat to his or her life; or  

• sustains a personal injury that poses a serious threat to his or her life; or  

• dies. 

Refer to clause 29.10-29.12 of VECTEA 2016 for further details regarding how compassionate leave 

may be taken and what notice and evidence requirements exist.  

LONG SERVICE LEAVE 

The provisions of the Long Service Leave Act 1992 (Vic) apply to HTK employees. 

PARENTAL LEAVE 

An employee is eligible to access unpaid parental leave if she/he has had not less than 12 months 

service with HTK immediately preceding the date upon which she/he proceeds to take such leave. 

Details regarding parental leave are set out in clause 31 of the VECTEA 2016 and the National 

Employment Standards (contained in sections 59-113 and 118-131 of the Fair Work Act 2009 (Cth)). 
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ATTACHMENT 9 

STAFF EXIT PROCEDURES 

INTRODUCTION 

An exit interview is one way to gather information on the reasons why staff leave HTK and gain feedback 

on various aspects of staff employment. Exit interviews provide an opportunity to determine what actions 

could be taken that may improve retention, staff satisfaction and management effectiveness.  

The unnecessary loss of experienced employees is of significant cost to HTK. Investment in addressing 

the issues contributing to employee turnover can assist in retaining valuable employees. 

HTK encourages staff that are leaving HTK to complete an exit interview. However, this is a voluntary 

process with no compulsion for the staff member to comply. Information remains strictly confidential and 

will only be used for statistical analysis, unless the staff member gives their consent for follow up. An 

exit interview can be completed by:  

• independently completing a hard copy questionnaire; or  

• an interview undertaken between the staff member and the Educational Leader (or the President, 

in the event that the Educational Leader is the staff member leaving HTK).  

RESPONSIBILITIES  

The Approved Provider is responsible for:  

• ensuring the exit interview process takes place 

• reviewing feedback from the exit interview process and implementing actions as required. 

The Nominated Supervisor is responsible for: 

• being familiar with the exit interview procedures, questionnaire and report  

• providing information and encouraging staff leaving HTK to undertake an exit interview 

• providing the opportunity for staff leaving HTK to complete an exit interview 

• conducting exit interviews, except in the event that the Educational Leader is the staff member 

leaving HTK, in which case the President will conduct the exit interview 

• preparing the exit interview report. 

Staff are responsible for:  

• being aware of the exit interview process 

• providing feedback through the exit interview process. 

PROCEDURE  

While an exit interview is not mandatory, when staff indicate they are leaving HTK, the Educational 

Leader should provide information on the options for completing an exit interview and encourage the 

staff member to participate in an exit interview. It is beneficial if the staff member completes the exit 

interview as soon as possible after making the decision to leave. The exit interview takes approximately 

10 minutes to complete.  

An exit interview provides departing staff with the opportunity to raise important issues, provide 

information on the positive aspects of employment and/or identify areas that require development. If an 

issue is identified that could potentially place the families, children, employees or HTK at risk, the 

Educational Leader should raise this with the President and inform the staff member that the issue will 

be followed up. 

On completion of the exit interview questionnaire, the staff member is given an opportunity to print a 

copy of the completed questionnaire. Follow up contact with the staff member will only occur if the 

person provides contact details on completion of the questionnaire.  
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ATTACHMENT 10 

EXIT QUESTIONNAIRE  [ON HTK LETTERHEAD] 

EXIT QUESTIONNAIRE 
 

As you are ceasing employment with Holy Trinity Kindergarten, we are interested in why you are leaving 
and also your views on the organisation. You are encouraged to complete the questionnaire but it is not 
compulsory. The information you provide will be treated confidentially and will be used to inform the 
kindergarten’s planning. 
 

Name (Optional) ………………………………… Position (Optional)..................................................... 
 
 

Length of 
Service 

□ 2 years or less □ 2-5yrs □ 5-10yrs □ 10-15yrs □ 15yrs plus 

 

Please 
indicate 

□ Aboriginal or Torres Strait Islander □ Non English speaking background 

□ Male □ Female 

 
Main reason 
for leaving 

□ promotion □ redundancy □ family/personal issues 

□ career change  □ travel □ relationship concerns at work 

□ education □ retirement □ dissatisfaction with pay/conditions 

□ nature of work □ childcare concerns 

 
Other reasons (please specify) 
..................................................................................................................................................................... 
.....................................................................................................................................................................
.....................................................................................................................................................................
.....................................................................................................................................................................
..................................................................................................................................................................... 
 
Please give your views on what it is like to work at HTK 
 

Question Almost 
Always 

Usually Sometimes Never 

A good working relationship existed between you 
and the team 

    

Expectations of your role and work performance 
were made clear. 

    

Adequate training was provided.     

Equity and ethical values were demonstrated 
within the organisation. 

    

Work performance/efforts were recognised within  
the organisation. 

    

Teamwork within the organisation was fostered.     

Question Almost 
Always 

Usually Sometimes Never 

Work related issues like grievances were 
managed through appropriate processes. 
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Effective communication existed throughout the 
organisation. 

    

Progress review and development was 
undertaken regularly. 

    

 

What did you enjoy most about working at HTK? 
..................................................................................................................................................................... 
.....................................................................................................................................................................
.....................................................................................................................................................................
.....................................................................................................................................................................
..................................................................................................................................................................... 
 

What did you enjoy least about working at HTK? 
..................................................................................................................................................................... 
.....................................................................................................................................................................
.....................................................................................................................................................................
.....................................................................................................................................................................
..................................................................................................................................................................... 
 

How can we improve? As a person who has spent some time with HTK, can you suggest ways in which 
we can improve? YOUR HONEST RESPONSE IS APPRECIATED. 
..................................................................................................................................................................... 
.....................................................................................................................................................................
.....................................................................................................................................................................
.....................................................................................................................................................................
..................................................................................................................................................................... 
 

Would you recommend HTK as an employer to others? □ Yes □ No 
 

If you wish to discuss your responses in detail an exit interview can be arranged with 
the Educational Leader of HTK. A representative from the Kindergarten Committee will 
also attend the interview if requested by the staff member. For further information or to 
arrange an exit interview please contact the Educational Leader of HTK. 
 
 

Please return your survey in an envelope to: 
President 
Holy Trinity Kindergarten 
8 Thomas Street 
Hampton 3188 
 
 
 

THANK YOU FOR PARTICIPATING AND OUR BEST WISHES FOR THE FUTURE 
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ATTACHMENT 11 

EXIT INTERVIEW REPORT [ON HTK LETTERHEAD] 

EXIT INTERVIEW REPORT 
 
Issues raised by staff member 
..................................................................................................................................................................... 

.....................................................................................................................................................................

.....................................................................................................................................................................

.....................................................................................................................................................................

.....................................................................................................................................................................

.....................................................................................................................................................................

............................................................................... 

 
Response from manager (if appropriate) 
.....................................................................................................................................................................

.....................................................................................................................................................................

.....................................................................................................................................................................

.....................................................................................................................................................................

.....................................................................................................................................................................

..................................................................................................................................................................... 

 
 
Educational Leader HTK   …………………………….. 

President HTK ……………………………. 

Date ……………………………. 


