
 

  

 

 

 

 

 

 

Early Childhood Coordinator 
0.5 FTE 

 

Specific Responsibilities / Duty Statement 

The Early Childhood Coordinator works with the Early Childhood Faculty to create a 

nurturing environment where the principle of beauty and the importance of imitation imbue 

all that touches the young child’s life. They promote and deepen the understanding of the 

Waldorf Kindergarten within the school community. 

 

The Early Childhood Coordinator works in collaboration with the Early Childhood Faculty to 

coordinate the administrative work of the kindergarten, and to implement faculty 

agreements. The Early Childhood Coordinator is responsible to the School Administrator and 

takes guidance from the College of Teachers.  

 

Working as a key part of a team of class teachers, specialist teachers, group leaders and 

assistants, the coordinator will: 

 

• Attend weekly early childhood faculty meetings; 

• Be a member of the College of teachers; 

• Be eligible for registration as a teacher with TRBWA; 

• Attend weekly Faculty Coordinator meetings with the School Administrator; 

• Support teachers with parent and guardian meetings and other relationship matters; 

• Be aware of and support implementation of government requirements, in particular 

of the National Curriculum and the Early Years Learning Framework , NCCD, etc. and 

support staff in working with such requirements in a way that supports the Steiner 

ethos.  

• Coordinate reporting processes and ensure the EC meet the State and 

Commonwealth government requirements with regard to reporting on student 

progress and completing Improvement Plans; 

• Is accountable for managing the whole EC budget.  This includes; 

o Oversee and be accountable for the consumables budget for EC; 

o Oversee and manage the relief budget for EC; 

o Oversee Professional Development opportunities and manage the EC 

Professional Development Budget; 

o Make recommendations and oversee the capital works budget for the EC on 

behalf of the School Administrator; 

• Coordinates on behalf of the faculty and the College the parent education 

programme and have the capacity to present information on the Steiner Early 

Childhood approach & philosophy to a range of audiences; 

• Be familiar with and implement employment conditions, timetables and 

entitlements in line with the Fair Work Act, the industrial awards, the School’s 

employment policy and processes and other regulations such as the Disability 

Discrimination Act; 
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• Act as Line Manager for all EC staff and oversee the recruitment and appraisal 

processes for all EC staff. Act as a facilitator towards a positive work environment; 

• Support the EC with Facilities and Grounds maintenance requirements; 

• Draw up a calendar of the year and plan for the future in collaboration with the 

faculty;  

• Represent and promote the area of the early childhood to the school community by 

attendance at and reports to PWS Council, School Tours and regular contributions to 

the school newsletter; 

• Work collaboratively with teachers and families in the best interest of the children, 

especially in cases of conflict and when children present with special needs. Work to 

find positive outcomes; 

• Other as required with the overarching aim to ensure the safe, healthy running of 

the Early Childhood programme which caters for children from 0-6 years old  

The coordinator needs to work effectively as part of a team while at the same time 

demonstrate leadership and management skills.   

The position requires good communication skills, an ability to deal with sensitive issues with 

parents and faculty, and good computer skills. 

 

The role above all is to uphold the essence and richness of the Waldorf kindergarten. 


