
Director of Kindergarten
Arlington (Junior School)

_____________________________________________
Preshil respectfully acknowledges the people of the Eastern Kulin Nation who are the Traditional Owners of
the land on which our school stands.  We pay our respects to all Elders past, present and emerging.

“At Preshil we are one and all, learning and living together, teachers, children and parents. Children
are magic. As far as is humanly possible the children are seen only as individuals, each one very
different from every other one, with varying rates of growth and abilities. To work with them as
individuals there must be real warmth and complete acceptance of each child as he or she is…”

Set in beautiful natural heritage gardens, Preshil is an independent co-ed school in Kew
providing services to children between the ages of 3 and 18 years.

Preshil offers a truly contemporary, global-minded approach to education. As an International
Baccalaureate (IB) Continuum School, our accredited IB Primary Years, Middle Years and
Diploma Programmes (PYP, MYP, & DP) align with the school’s focus on intellectual challenge,
inquiry and research based learning. These programmes accommodate individual choice and
independent learning and encourage students to develop the courage to question, to find their
own voice and to become responsible and active global citizens beyond the classroom.

From the earliest years children are encouraged to develop higher order thinking through play,
problem solving, collaboration, philosophising and exercising choice. Kindness, respect and
courage are key learnings underpinning a creative rich program which nurtures and inspires
young minds. The rapport between students and their teachers is respectful, reciprocal and
focussed on achieving a lifelong love for learning, the best possible learning outcomes, trust and
a genuine regard for each individual.

Child Safety
Preshil is committed to the creation and maintenance of a child-safe school environment. The
care, safety and welfare of students are embedded in policies and procedures which ensure a
commitment to zero tolerance of child abuse. All actions and programs will maintain high ethical
standards and comply with child safety standards and child protection reporting guidelines.

Other Legal Responsibilities
All employees have a shared legal responsibility to contribute to a safe working environment for
staff and students in their area. Preshil is an equal opportunity employer.

The Role
The Director of the Kindergarten (Arlington Campus) will be responsible for the overall welfare,
compliance, curriculum and daily functioning of the funded programs (blended 3-year-old and
4-year-old Kindergarten).



The Directorship is a position of responsibility allocated to a suitably qualified and experienced
early childhood teacher.

The successful applicant will work closely with, and directly report to, the Principal and the Head
of Campus (Arlington) to build and maintain a strong and united primary school where children
are supported through the transition from the Kindergarten to the Primary School. The Director of
the Kindergarten will be supported by the Head of Campus (Arlington) through a strong, shared
understanding of Early Years education and the specific philosophy and approach to learning at
the Preshil Kindergarten.

They will understand and respect the history and the progressive ethos of the school and of the
collegiate working relationships of Preshil staff on the Arlington site and will work to nurture and
enhance that collegiality and sense of community through their leadership. As an IB continuum
school, the Director of Kindergarten will ensure the program is aligned to the IB PYP and the
Victorian Early Years Learning and Development Framework (VEYLDF.)

Duties and Responsibilities

The Director of the Kindergarten will take a collegiate role in School Leadership

● Supporting the leadership of the school Principal and Head of Campus
● Contributing to meetings and strategies related to leadership, enrolments, marketing, and

management.
● Building a successful transition for children and families from Kindergarten through to the

Primary School
● Contributing to the planning and implementation of the school’s strategic plan.
● Advocating for the appreciation of the crucial role of early childhood education plays in

all subsequent education
● Building a values-based culture of respect and collaborative relationships in line with

Preshil’s core values as articulated in the “Courage” document
● Sharing the responsibility for the recruitment, induction, and mentorship of staff
● Enhancing the school’s reputation in the wider community for a progressive and

innovative program
● Working alongside the Registrar to conduct family tours, enrolment interviews, and

support the effective induction of families new to Preshil
● Participating in all required school meetings, including but not limited to staff meetings,

standards and practices, and collaborative planning sessions.
The Director of the Kindergarten will take responsibility either personally or by delegation for
all leadership and administration of the Kindergarten program including:

● Leading the development and implementation of a Kindergarten program that ensures
every child’s development in the areas of identity, connectedness to community,
wellbeing, learning skills, and communication are considered and extended.

● Acting as the Educational Leader, Responsible Person, and Person in Day-to-Day
Charge at the service.

● Interacting with the children in creating a safe, nurturing and stimulating environment
which inspires curiosity and imagination

● Collaborating effectively with specialist colleagues to ensure children’s active and
meaningful contribution in specialist subjects.



● Modeling and leading outstanding early childhood teaching practices and knowledge.
Including but not limited to, leading a play-based model of inquiry aligned to the IB PYP
and VEYLDF, and incorporating the Conceptual PlayWorlds approach

● Ensuring the meeting of all compliance obligations as per the requirements of the
National Quality Framework (National Quality Standard, National Law, National
Regulations, Approved Learning Frameworks.)

● Meeting all obligations related to funding and the associated administration. For
example, managing the Kindergarten Information Management (KIM) system, completing
School Readiness Funding (SRF) requirements, submitting Annual Confirmation,
completing the Annual Census, logging matters via the National Quality Agenda IT
System (NQAITS)

● Maintaining up-to-date knowledge and implementation of Kindergarten legal matters
including 3 and 4-year-old funding structures, Kindergarten Inclusion Support (KIS)
funding, and initiatives such as Early Start Kindergarten (ESK.)

● Leading the Kindergarten during compliance visits and/or Australian Children’s Education
and Care Quality Authority  (ACECQA) Assessment and Rating processes.

● Overseeing the drafting, updating, and implementation of policies and procedures
applicable to the Kindergarten

● Developing strategic relationships to enhance professional development opportunities
and mutually beneficial partnerships with external institutions.

● Completing meaningful documentation of group and individual learning and development
via the school online platforms (Storypark, Compass, GSuite.) This includes but is not
limited to, observational notes, running records, learning stories, group and individual
learning plans, and parent programme overviews.

● Completing learning reports, parent teacher meetings, and Transition to School
Statements as per the school schedule.

● Regularly contributing to school media and publications including newsletters.
● Contributing to the implementation of the campus Emergency Management Plan

With the Head of Campus and the Principal the Director will take responsibility either
personally or by delegation for all kindergarten staff matters including:

● Staff wellbeing, management and professional development, allotments, positions of
responsibility and daily organisation

● Leading staff in learning from and reflecting on current research in the area of early
childhood education.

● Induction, mentoring, and management of staff, volunteers, and student
teachers/educators.

● Be willing to represent the Kindergarten on the school’s Consultative Committee.
With the Head of Campus the Director will take responsibility either personally or by
delegation for all student and associated parent matters including:

● Student management, attendance and pastoral care
● Organising Kindergarten involvement in Arlington events such as Doo Dahs, Winter

Solstice, and campus-wide programs
● Ensuring an inclusive setting that manages needs such as medical conditions and

additional needs of children and families.



● Managing and supporting the transition of students to the Primary School, including
parent information sessions.

● Ensuring effective, open, and timely communication with all Kindergarten families.
● Overseeing the morning extended care service.
● Providing high-quality, consistent collaboration with external organisations such as allied

health providers, ChildFirst, and council services
With the Head of Campus have responsibility for the financial management of the Kindergarten
budget and its key responsibilities including:

○ Approving and monitoring of purchase orders, staff reimbursements and petty
cash requests

○ Effectively managing the Kindergarten budget allocated by school management,
and budgets related to funding initiatives such as SRF.

○ Pursuing opportunities to access funding and grant opportunities.
○ Partaking in management decisions regarding fees, bonds and other financial

charges.
By delegation, take responsibility for Kindergarten facilities, resources and maintenance:

● Ensuring that the Kindergarten buildings, furniture, equipment, grounds, gardens and
property comply with necessary standards and are kept clean and tidy.

● Assisting with the planning and management of Kindergarten building works as required.
● Reporting and documenting any OH&S or facilities matters in a timely manner.

As a part of their duties and responsibilities, the Director of Kindergarten must

● Be aware of their role as a mandatory reporter and act accordingly.
● Provide a welcoming and safe environment for children and young people
● Promote the safety and wellbeing of children and young people to whom we provide

services
● Ensure that interactions with children and young people are positive and safe
● Provide adequate care and supervision of children and young people in the care of the

Kindergarten
● Act as a positive role model for children and young people
● Report any suspicions, concerns, allegations or disclosures of alleged abuse to

management
● Undergo periodic ‘national criminal history record’ checks as per Victorian Institute of

Teaching (VIT) registration requirements
● Report to management any criminal charges or convictions received during the course of

employment/volunteering that may indicate a possible risk to children and young people
This duty statement is a guide only and is not intended to be an exhaustive or exclusive list of the
duties attached to this position. It is subject to review and modification by the Principal in
response to the changing needs of the College, and the development of skills and knowledge.

Skills and Qualifications
The successful candidate will be required to have the following skills and qualifications

● Full, current registration as an Early Childhood Teacher with VIT.



● Hold an ACECQA approved Bachelor of Early Childhood Education (or
equivalent)

● Hold current ACECQA approved,First Aid, CPR, Anaphylaxis and Asthma
certifications.

● A minimum of two years’ experience as a 2IC or Director in a Kindergarten
setting and a strong knowledge of national and state-specific early childhood
legislation.

● The skills and experience required to fulfill the above mentioned duties and
responsibilities to a high standard.

● Experience working in an IB PYP early childhood setting is preferred, but not
required.

Conditions of Employment

This full-time leadership position will have up to a 0.8 teaching allocation, with the

remainder of the time (0.2) allocated to programming and planning related to teaching

and Educational Leadership, and administration and management duties related to the

directorship.

The Director of the Kindergarten is employed under the school’s enterprise agreement Preshil
Agreement 2021-2023.
Our organisation undertakes several screening processes to ensure the appropriate protection of
children in its care. This includes reference checks, identity checks, qualification checks and
professional registration checks.


