Responsibilities of Primary School Principals and Preschool Teachers 
to ensure the safe and effective operation of preschools
	Primary School Principals are responsible for:
	All Teachers are responsible for:

	Administrative duties of the preschool, eg. ordering supplies, issuing registration forms, providing parents with documentation in regard to preschool sessions, etc.
	Maintaining regular contact with the Principal on all matters relating to the preschool unit. 

	Identifying maintenance needs of building, equipment and grounds.
	Allocating children to class groups.

	Ensuring preschool building and playground is maintained in a clean and safe manner.
	In collaboration with the Principal, arranging parent interviews and information session/s, maintain effective communication with the parent community.

	Ensuring responsible staff supervision of children at all times. 


	Establishing an effective working relationship with support staff.

	Arranging regular staff meetings.
	Filing correspondence, bulletins, policy and information papers, etc.

	Coordinating the overall planning for the preschool.
	Notifying the Principal if the assistant/relief assistant is late and asking parents to stay with their child until the relief assistant arrives.

Notify Principal if the preschool or unit is unable to operate due to non arrival of a staff member or due to any health or safety issue.

	Liaise with teacher to close the preschool or unit of the preschool if a relief assistant is unavailable or there is a health and safety issue. Two staff members are required to run each group.
	

	Ensuring that appropriate staff prepare special place and ESL reports by the advised dates.
	

	Liaising with the preschool parent association executive. 
	

	Consulting with the playgroup convenor, where relevant.
	

	Assisting parents to make contact with community services as required.
	

	Liaising with agencies such as health services and educational services.
	

	Liaising with the primary school/s where the preschool children are to attend. 
	

	Shared responsibilities of Principals and Teachers

	Delegating work to other members of staff.

	Giving professional advice and guidance to all staff

- in particular to probationary teachers and assistants.

	Initiating and maintaining contact with parents.


