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	Position Description – Education Support Trainee

	Purpose
Position Descriptions are written statements that clearly describe the duties or task to be undertaken and the responsibilities of the particular position. The position description also includes information about working conditions, tools and equipment used, knowledge and skills required and Work Health and Safety responsibilities.

	Employee Name: Lake Colac School
	Date PD Issued:  18/10/2024

	Position: Education Support Traineeship

	Host Employer: Lake Colac School
	Supervisor:  Cameron Peverett

	Host Employer Address: 413 Murray Street, Colac 

	Westvic Staffing Solutions Field Officer: Amanda Cook     0400 206 698

	Role
An education support class position at this range will perform tasks that are carried out in accordance with guidelines, accepted practice, and school policy under supervision and direction. This may include coordination of other education support class staff within the work area or educational program. 
An education support class position supports the educational services being provided to students but must not include duties of a teacher as defined in clause 2.6.1 of the Education and Training Reform Act 2006 (Vic) or its successor. Supervision of students can be required individually or in groups up to 4 in controlled circumstances and where the responsibility for students remains clearly with a teacher. 
Certification and/or qualifications of up to three years can be required at this level (noting that Registered Nurse is not included at this level, the first level for which is Level 1 range 3). 
A role at this range may include: 
· Specific support tasks to achieve outcomes. Typically, this will involve accountability for a single function, (e.g. ensuring data is properly maintained) or the co-ordination of a work area under the direction of the principal or a manager. 
· Assisting teachers, within an educational 
· program, by undertaking specific support tasks or the coordination of the support function. 
· Supervised health and wellbeing support tasks, medical intervention support tasks, or other specialised student/teacher support roles (e.g. enrolled nurses performing the role as described in schedule 3). These roles require specific qualifications and/or training, including roles where further training must be undertaken from time to time. The role is for a specific purpose, for which there will be direct accountability as opposed to support roles that are carried out by a range of staff performing routine tasks under direction. 
· Technical tasks that require a sound knowledge of basic technical and/or scientific principles that are used to develop and adapt work methods and make judgements where there are clear guidelines and limited options. Routine technical support in libraries, science, and information technology would be typical examples. 
· An education support class position at this range commencing at the base will initially be limited to undertaking routine tasks that are carried out under close supervision and direction. Work that carries some degree of independence will generally involve a limited number of tasks performed on a regular basis where priorities are clear, procedures are well established, and direction is readily available. Subject to any specific qualification and/or training requirement, an education support class employee employed in this range may be progressively required to undertake coordination, specialised student/teacher support tasks, or technical tasks as experience in the role is gained. 
 
Responsibilities
· Provides routine support for teachers including assisting with planning of student routines 
· Supports communication between teachers and parents 
· Communicates with teachers on routine matters related to students and/or other responsibilities 
· Provides basic physical care and wellbeing support for students such as toileting, meals, and lifting 
· Communicating with student/s to support comprehension of basic tasks and information 
· Addresses immediate behavioural presentations relating to specific students within a classroom setting aligned to school policy and procedure 
· Provides basic support and supervision for individuals or groups of up to 4 students within a classroom setting 
· Supports teachers in the coordination of educational programs independently or under minimal supervision, including rostering and organising the work of a team of aides, providing routine co- ordination, guidance, and support to other student support staff, liaising with external providers of support services about clearly defined support needs and resources, assisting teachers with the communication of student outcomes and educational programs 
· Provides medical intervention support to a student/s, under specific conditions, with appropriate training and guidance 
· Provides specialised communication support for students and teachers in areas such as AUSLAN and braille 


	Work Conditions: 
Trainee will be working indoors in a school office environment along with classrooms. Outdoor work will be undertaken when working with students during outdoor activities e.g. – sports events and lunch periods

	Workplace Health and Safety:
· Follow Westvic Staffing Solutions’ and the Host Employer’s Workplace Health and Safety policies, procedures and workplace instructions
· Co-operate with the Employer and Westvic Staffing Solutions with respect to any action taken by the Host Employer and Westvic Staffing Solutions to comply with any requirements to provide a workplace that is safe and without risks to health
· Correctly wear and maintain items of personal protective clothing and equipment that are provided
· Take reasonable care for your own health and safety and for the health and safety of anyone else that may be affected by your actions or omissions whilst at work
· Report any incidents within the workplace to the Host Employer and Westvic Staffing Solutions without delay.

	Additional Information:
· Hours Per Week : 38 
· Days per Week: Monday to Friday
· Award / Agreement: Educational Services (Schools) General Staff Award 2020
· Superannuation: 11.5%
· Commencement Hourly Rate: as per award
· Allowances as per award

	Copy to :    Employee                              Host Employer                         Main File                    


Position Description Acknowledgement
All parties have received, reviewed and fully understand and accept the Position Description and the tasks and conditions included within.  
EMPLOYEE: 
Employee Name: ____________________________________________________________
Employee Signature: _________________________________________________________
HOST EMPLOYER:
Host Employer Name: ________________________________________________________
Host Employer Signature: _____________________________________________________
WESTVIC STAFFING SOLUTIONS:
Westvic Staffing Solutions Representative Name: __________________________________
Westvic Staffing Solutions Representative Signature: _______________________________ 
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