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Quality Improvement Officer 
Job Description 
 
 

1. STATEMENT OF COMMITMENT TO CHILD SAFETY 

We are committed to child safety. We want children to be safe, happy and empowered and have zero 
tolerance of child abuse. We understand our legal and moral obligations to treat all concerns seriously and 
to report allegations and concerns about a child/ren’s safety and wellbeing to authorities. We are committed 
to the cultural safety of all children including Aboriginal children, children from culturally and/or linguistically 
diverse backgrounds, and to providing a safe environment for children with a disability. 

 
2. POSITION PURPOSE 

 To support the ongoing development, implementation and evaluation of the service’s Quality 
Improvement Plan (QIP) in partnership with educators and the Committee of Management. 

 To ensure continuous improvement practices are consistent with the National Quality Framework 
(NQF), Child Safe Standards and the kindergarten’s philosophy. 

 
3. KEY ATTRIBUTES OF THE ROLE 
This role suits someone who: 

 Has an interest in education, quality improvement and community collaboration, however no prior 
knowledge of the NQF is required.  

 Is organised, collaborative, and confident using simple digital tools. 
 Can attend two QIP meetings per term with educators. These may be attended in person or via 

video call, and form part of the service’s ongoing reflective and compliance cycle. Attendance at 
monthly CoM meetings is optional and can be in person or via video call. Updates can instead be 
provided through written reports or direct communication with the Executive. 

 
Key Responsibility: QUALITY IMPROVEMENT PLAN (QIP) MANAGEMENT 
Activities 

● Coordinate updates to the Quality Improvement Plan (QIP) with the Nominated Supervisor and 
Educational Leader. 

● Attend two QIP meetings per term with educators to discuss goals, progress and evidence, 
ensuring agendas remain focused on current priorities and that Child Safe items are included 
and reviewed. 

● Capture meeting discussion through notes, voice recordings or transcripts (where appropriate) to 
ensure reflective evidence is documented accurately. 

● Record agreed actions and ensure updates are reflected in the QIP document. 
● Collaborate with the Vice President, WHS Officer and Sustainability & Diversity Officer to ensure 

improvement actions link across safety, inclusion and environmental priorities.  
● Maintain version control of the QIP in the shared drive and provide brief progress summaries to 

the Committee of Management. 
● Assist with preparation for future Assessment and Rating reviews. 

 
Key Responsibility: POLICY AND COMPLIANCE ALIGNMENT 
Activities 

● Ensure QIP priorities align with SPK’s policies, philosophy and NQF obligations. 
● Work with other officers (e.g. Child Safe, Sustainability and Diversity) to keep improvement 

goals integrated and consistent. 
● Ensure Child Safe Standards remain embedded in the QIP and reflected in service 

improvements and evidence. 
● Support the Vice President (Child Safe Lead) by cross-referencing Child Safe action items in 

the QIP. 
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Key Responsibility: PROFESSIONAL DEVELOPMENT INTEGRATION 
Activities 

● Record key learnings from staff professional development sessions and link these to QIP goals 
and reflective notes. 

● Help educators translate PD outcomes into documented practice improvements. 

 
Key Responsibility: COMMUNICATION AND REPORTING  

 Activities 
● Prepare short-written updates for Committee and staff meeting minutes. 
● Provide a brief standing QIP update (two to three sentences) for each Committee of Management 

meeting agenda via the President. 
● Share QIP highlights for inclusion in newsletters or reports as needed. 
● Contribute to maintaining a visible culture of reflection and improvement across the service. 

 
Key Responsibility: POLICIES MANAGEMENT  

  Oversee updates (follow templates and update schedule) and manage the following policies 
▪ Supervision of Children Policy 
▪ Acceptance and Refusal of Authorisation Policy 
▪ Delivery and Collection of Children Policy 
▪ Prevention of Harassment and Bullying 

 
 
 

Support, training and advice are available through the Early Learning Association Australia 
 


