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ROLE DESCRIPTION 

Title: Prep Aide 

Date reviewed: May 2017 

Reporting to: Nominated Supervisor (Prep Teacher/Coordinator) 

Supervised by: Nominated Supervisor (Prep Teacher/Coordinator) 

Liaison with: Primary Coordinator  

Department: Prep 

Classification: NSW Christian Schools General Staff Multi-Enterprise Agreement 2012-2013 

Load: Permanent part time 

Location: Illawarra Christian School Prep – Cordeaux Heights 

Qualifications/skills/ 

documentation req’d: 

Diploma of Early Childhood Education and Care (or equivalent) 

Reference from current church minister 

First Aid Certificate 

Valid Working with Children Check 

Vision 

In Christ’s service our vision is to provide quality Christian Education founded on the Word of God. 

Mission 

To partner with parents in the nurture and equipping of their children, providing a Biblically based, Christ 
centred, culturally engaging, academically rigorous education which equips students to trust Christ and serve 
Him faithfully throughout every aspect of their lives for God’s glory.  

Preamble 

The object for which the Illawarra Association for Christian Parent-Controlled Education was established is to 
establish and maintain a school, or schools in the State of New South Wales, to provide Christian education 
for children, based on the principles of the Word of God. 

All members of staff must declare their unconditional agreement, without moral reservation with the school’s 
Statement of Faith; they must be actively involved in a Christian Church; must be scripturally sound in their 
teaching and must lead exemplary Christian lives. 

Within the distinctively Christian model of education at Illawarra Christian School staff must be committed to 
providing biblically based educational opportunities for the students at Illawarra Christian School that are  
consistent with and based on the foundational documents of the school, particularly the Educational Creed 
and the Curriculum Preamble. 

The primary role of the Prep Aide is to provide Christ centred educational opportunities that effectively 
support the Principal in the implementation of the directions and decisions of the Association and Board in 
such a manner that facilitates the nurture and education of the students within our model of Christian 
education. 
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Job Summary 

To work in a team which provides high quality Early Childhood Education and Care to children. To develop 
relationships which support families. 

Key Accountabilities 

General Responsibilities 

• Be involved with the Body of Christ within and outside the school environment  

• Actively participate in the life of the school and its concerns 

• Work according to the Code of Ethics of Early Childhood Australia 

• Work according to the Education and Care Service National Regulations  

• Comply with the policies and procedures of Illawarra Christian School 

• Comply with the Child Protection legislation and policies 

• Advocate for families and children 

• Have a working knowledge of the Early Years Learning Framework and National Quality Standards 

• Assist with administrative duties as required by Nominated Supervisor 

• Have a working knowledge of the Prep philosophy and learning outcomes 

• Have an actively anti-bias approach which is reflected in interactions with children, families and staff 

• Keep up to date with current developments in the Early Childhood field 

• Have the ability to use basic information technology 

• Have the physical ability to carry out the necessary tasks as an aide 

• Any other duties as specified by the Authorised Provider or Nominated Supervisor 

Children 

• Assist in creating a safe, supportive, stimulating and educational environment for the children 

• Protect children and their rights 

• Form relationships with children which are comforting and nurturing 

• Under the direction of the Prep teacher, maintain ongoing records of the children’s development, 
program and daily information 

• Ensure that the children are safe and adequately supervised at all times 

• Be aware of the children’s additional needs/requirements 

• Assist with the implementation of daily routines 

• Maintain supplies and equipment levels for Prep 

• Ensure a high standard of hygiene in compliance with policies and procedures 

• Administer first aid or medication in compliance with policies and procedures 

Staff 

• Respect and support colleagues, developing positive channels of communication to ensure a smooth 
running Prep 

• Contribute towards a healthy team environment 

• Collaborate with the staff to ensure that the program is continually improving 

• Participate in ongoing professional development and training programs 

• Attend staff meetings as required 
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• Assume an equal share of housekeeping duties 

• Ensure that the equipment is respected and maintained to an optimal level of safety 

• Support Prep teacher in preparing resources for program 

• Develop and document small group experiences when requested by the Prep teacher 

• Contribute to the reflective journal 

• Contribute ideas to the weekly program 

Families 

• Develop and maintain positive relationships with families 

• Share information with the family relating to their child and the daily activities of Prep 

• Create a safe, supportive and informative environment for families 

• Act as a resource person for families 

• Encourage parents to participate in Prep decision making and experiences 

Work Health and Safety and Injury Management 

• Maintain a clean and safe working environment while complying with all Illawarra Christian School 
safety policies and procedures 

• Report all workplace accidents and hazards to the Authorised Provider and complete all documentation 

Child Protection 

• Ensure compliance as a mandatory reporter 

• Be aware of Illawarra Christian Education’s policies and procedures in relation to Child Protection 

• Be aware of current legislation in relation to Child Protection 

• Participate in child protection training 

Our Community 

• Distribute information to assist families to access resources within our community 

• Be an advocate for high quality services for children in our community 

• Participate in excursions and experiences with children which promote awareness of our community 


