How to add, edit, or remove other educators		quick reference guide
About other educators
Funded service providers may employ another educator to assist the qualified early childhood teacher in the delivery of a funded kindergarten program. 
You are required to provide the details of other educators who assist in the delivery of the funded kindergarten program at the service(s) you operate via the Kindergarten Information Management (KIM) system.
Add an educator
1. Go to your service’s Home page by clicking the service name under My Services on your service provider Home page.
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Click on the Other Educators tab.
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Result: any educators previously added will display in a list.  If no educators have been added, the tab will be empty.
Click the Add New Other Educator+ button.
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Result: the Other Educator Details section displays.
1. Enter the Given Name, Family Name, Gender and Date of Birth (DD/MM/YYYY) of the educator.
1. Select the highest qualification or teaching qualification that the educator holds from the drop-down list.
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1. Select the award or industrial agreement used in the employment of the educator.
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1. If VECTAA or LGECEEA (or equivalent) is selected, indicate the level at which the educator is classified and paid.
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1. Enter the total number of professional development hours undertaken by this assistant in the previous year.  Do not include hours associated with progression towards formal academic qualifications.
1. Enter the number of hours and minutes (to the nearest quarter hour) worked in the kindergarten program for children in the year before school.
1. Enter the number of hours and minutes (to the nearest quarter hour) worked in any program other than the kindergarten program.
1. Click Save.
Result: The added educator will display under the Other Educator tab.  If all required information is complete for that educator, their status will display as Complete. If information is still required to be entered, the status will display as No Complete.
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Edit an educator
1. Click the Edit button next to the teacher you wish to edit.
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Result: The Other Educator Details section displays..
Edit details as required and click Save.
[bookmark: _GoBack]Remove an educator
1. Click the Remove button next to the teacher you wish to remove.
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Enter the final date of work for the assistant leaving the service and select a reason for the assistant leaving the service from the drop-down list.  
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Click Remove.
Result: The educator will no longer display in the list of other educators for the service.

[image: VICGOV_EDUCATION_LOGO_GOV_BLUE[1]]	Helpdesk: 1800 614 810 	   HELP.Helpdesk@edumail.vic.gov.au
Kindergarten Information Management
1
1

image2.png
Teachers ([NIUSIEIIEIEN Programs | Enrolments

Complete Not complete: Complete | Complete





image3.png
Other Educators

Show[50_v]entries Search:

Other Educator Name ¥ Complete v Options




image4.png
Highest Teaching Qualification

What is the highest qualification or teaching
qualification this staff member holds?
(Required)





image5.png
None
Certificate 3 in Children's services (or equivalent)

Diploma in Children’s services (or equivalent)

Early Childhood Teaching Degree (3 or 4 years)

Kindercraft Assistant

Level IIT Community Services Nanny Certificate
Mothercraft/Mothercraft Nurse Certificate

Pre-School Teachers Aide Certificate

Primary Teaching Degree

Teacher Assistant Certificate

University Preparation Course (Education Assistant Program)
University Preparation Course (Education Assistant: Special Needs)
Professional Development in Lieu of Minimum training (Grandfathering)





image6.png
Indicate below which award or industrial agreement is
used in the employment of this early childhood
educator in the funded kindergarten program
(Required)





image7.png
Victorian Early Childhood Teachers and Assistants Agreement 2009 (VECTAA)

Local Government Early Childhood Education Employees Agreement 2009 (LGECEEA)
Children’s Services Award (2010)

A local council agreement with LGECEEA appended

A local council agreement (no LGECEEA appended)

Other agreement equivalent to VECTAA or LGECCEA





image8.png
classified and paid
(Required)





image9.png




image10.png
Other Educator Name ¥
Jim Black

Mary Brown

Complete ¥
Not Complete

Complete

Transfer

Transfer




image11.png
Other Educator Name ¥ Complete ¥ Options

Jim Black Not Complete





image12.png
Other Educator Name ¥ Complete ¥ Options

Mary Brown Complete





image13.png
httpsy//kimtsteduweb.vicgov.

Remove an Other Educator

Other Educator's  Mary Brown
Name

The final date of
work for the early

childhood teacher
leaving the service

Reason for leaving

Resigned
Retired

Taking extended leave
Transferred to another location
Data entry error

Unknown





image1.png
Al Ishraaq Pty Ltd

Al Ishraaq Pty Ltd Key Dates Notifications
Service Provider Tnformation 02 3y
To download the Teacher
oh: 03 97473588 Supplement form for 2014 please
email: ddkezc@gmail.com dickhere
24 sori

Current Business Hours.
for Helpdesk 8am- 5pm.

Helpdesk can be contacted at

thy Serces

seareh
Service name v cokFunding v Year Bafore School Funding v nesons

Commority kids Hoven Greensborough Py Ltd - Uneonfimed (0)
Commority kids Hoven Hilside - Uneonfimed (0)
Dikory Dock kds Chideare - Uneonfimed (0)

Dickory Dock Kid Chidare - Kingavite - Uneonfimed ()




image14.png
"ORIA | Education
Stote and Training
Sovernment




image15.png




image16.png




