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Welcome 
KIM LITTLE, DEPUTY SECRETARY  

 

We are so happy you have chosen to be part of Team EC.   

We are all here because we want to make the biggest possible positive impact on the lives of young Victorians – 
so they can thrive in childhood and be set up for bright futures.   

The work we do is deeply worthwhile, inherently complex, and takes great teamwork to do successfully.  We care 
about what we do because we know the difference that it makes in children’s lives – especially those who are 
vulnerable or disadvantaged. And we care about each other and the people working in our sector.   

The Education State vision is to ensure every Victorian – regardless of their background, postcode or 
circumstance should have access to safe, high-quality early childhood education and care; to a great school with 
great teachers in every classroom; and to world-class training that gets them ready to succeed in the workplaces 
of the future.  

We are leading the nation in making kindergarten in Victoria bigger, better and fairer. This includes working with 
the sector to make high-quality, funded Three-Year-Old Kindergarten available across Victoria. This reform is 
happening alongside the introduction of School Readiness Funding to better support children from educationally 
disadvantaged families.   

We are also leading on the whole-of-Victorian Government Child Information Sharing reforms to support the 
safety and wellbeing of all children and young people and have regulatory responsibility for all ECEC services in 
Victoria.   

ECE works in close collaboration and partnership with other groups in the Department, Statutory Authorities, 
Local Governments and with service delivery partners, EC professionals, parents and families. 

In this Welcome Kit, you will find a brief overview of who we are, what we do, our people and our support for you 
to succeed as part of our team.  

Once again, welcome to ECE and I look forward to meeting you soon. 
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Early Childhood Education overview 
Early Childhood Education (ECE) is one of eight groups within the Department.  

A Department organisational chart is available on eduGate.  

PURPOSE OF ECE  
ECE works in close collaboration and partnership with other parts of the Department, statutory authorities, local 
governments and service delivery partners, parents and families. 

ECE’s purpose is to lead, support and improve the early childhood education system by: 

• playing a lead role in operational policy development, service program design and commissioning early 
childhood education as a family centered, outcomes focused, integrated system 

• providing specific oversight of the early childhood education system, regulating early childhood services 
(as required by the Education and Care Services National Law Act 2010 and the Children’s Services Act 
1996) and implementing relevant legislative reforms such as Childhood Information Sharing and the 
delivery of Child Link 

• leading responsibility for implementing the Government’s commitment to progressively introduce universal 
funded Three-Year-Old Kindergarten, and the educational components of the Education State Early 
Childhood Reform Plan, Ready for kinder, Ready for school, Ready for life and major early childhood 
reforms, including School Readiness Funding and the Kindergarten Quality Improvement Program 

• working in close collaboration and partnership with other groups in the Department, the Victorian 
Curriculum and Assessment Authority (VCAA), the Victorian Registration and Qualifications Authority 
(VRQA), the Department of Health and Human Services (DHHS), Municipal Association of Victoria (MAV), 
various statutory authorities, Local Governments and service delivery partners, parents and families. 

ROLES AND RESPONSIBILITIES 
ECE’s main responsibilities include: 

• leading and supporting operational policy and program development for early childhood education and 
care, with a focus on delivering high quality kindergarten services 

• approving licensing and regulation of almost 4,600 early childhood services in Victoria and regulating 
providers of early childhood services in Victoria with the objective of driving continuous improvement of 
quality in provision of education and care 

• leading the implementation of funded kindergarten for all three-year-old children, a $5 billion investment 
over ten years so that every child in the state will have access to two years of a funded kindergarten 
program 

• leading on Victoria's new Child Information Sharing (CIS) reforms, including whole of Victorian 
Government policy development, legislation and stewardship of the change program, and the delivery of 
Child Link 

• driving a coherent and integrated approach to portfolio resourcing, planning and reporting, supporting 
strategic engagement with early childhood education stakeholders and providing early childhood 
education market monitoring and evaluation. 

  

https://edugate.eduweb.vic.gov.au/ourorg/Documents/DET%20Organisation%20Chart.pdf
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ECE structure and organisational chart 
ECE EXECUTIVE TEAM 
The ECE executive team includes the Deputy Secretary, Executive Directors and Directors from across the 
group. The ECE executive team meets fortnightly to discuss group-level strategic issues and risks. 

Deputy Secretary, Early Childhood Education – Kim Little 

As Deputy Secretary, Early Childhood Education, Kim Little leads the ECE executive team and the work of the 
ECE group.  

Kim was previously the Assistant Deputy Secretary, Early Childhood Portfolio in Early Childhood and School 
Education and has also worked in the Higher Education and Skills group, with a focus on tertiary education policy 
matters, including market design and intervention. Before joining the Department, Kim worked in the Department 
of Premier and Cabinet on education and social policy issues. Kim has also worked as a philosopher at Monash 
University and as a corporate lawyer.  

Quality Assessment and Regulation Division – Executive Director, Greg Norton 

The Quality Assessment and Regulation division (QARD) is responsible for the approval, licensing and regulation 
of almost 4,600 early childhood services in Victoria. 

Early Learning Division - Executive Director, Mathew Lundgren 

The Early Learning Division leads operational policy and program development for funded kindergarten in 
Victoria, with a focus on supporting participation and quality. The Division works closely with other parts of the 
Early Childhood Education Group, regional early childhood staff and key external stakeholders to support a 
strong, diverse, adaptable and self-improving kindergarten sector that supports all children to access a local 
kindergarten program that meets their needs and their family’s needs, regardless of their background or where 
they live. 

Kindergarten Reform Implementation Division - Executive Director, Bronwen FitzGerald 

The Kindergarten Reform Implementation division (KRID) leads the implementation of the Three-Year-Old 
kindergarten roll-out. 

Victorian Child Information Sharing Division - Executive Director, Lisa Gandolfo  

The Victorian Child Information Sharing division (VCIS) leads the Child Information Sharing Reforms, including 
WoVG stewardship of the Child Information Sharing Scheme and the delivery and operation of Child Link.  

Portfolio Integration, Engagement and System Support Division – Director, Sally Carew-Reid 

The Portfolio Integration, Engagement and System Support division (PIESS) is responsible for driving a coherent 
and integrated approach to portfolio resourcing, planning and reporting, supporting strategic engagement with 
early childhood education stakeholders and providing business analysis and insights services and financial, 
audit/fraud and risk management advice in relation to service agreement management and complex provider 
issues. PIESS is also responsible for delivering the new Kindergarten Information Management System, and 
provides a range of Information Technology services to support the delivery of early childhood education and 
school health and wellbeing applications and programs. 

An organisational chart showing the ECE structure is included on the next page.  
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Group Culture and Leadership 
A VALUES-BASED APPROACH 
ECE encourages a highly collaborative, responsive and respectful workforce culture that underpins the delivery of 
high-quality services and outcomes consistent with the DET values, which are drawn from the Code of Conduct 
for Victorian Public Sector Employees.   

These seven values guide the actions we take within our group, the decisions we make and the interactions we 
have in performing our public duties. 

 

Responsiveness:  We respond in a timely way with our best work 

Integrity:   We are honest, ethical and transparent 

Impartiality:   We behave in the best interests of the public by making fair and objective decisions 

Accountability:   We hold ourselves and others to account for the work that we do 

Respect:   We value others and accept their differences 

Leadership:   We are genuine, supportive and do the right thing 

Human Rights:   We uphold and respect the rights of others. 

GROUP APPROACH 
The first years of life are crucial to lifelong learning, wellbeing and success, and early childhood education is at 
the heart of the Victorian Government’s vision for the Education State. Our approach is to give all Victorian 
children the very best start in life and provide the opportunity to live healthy, happy and fulfilling lives, no matter 
where they live or what their circumstances are.  

We ensure that our services are high quality, reflecting our approach to a bigger, better, fairer early childhood 
education for all Victorian children and their families through:  

1. a strong regulatory system 

2. fit-for-purpose information technology systems 

3. engaged and informed stakeholders 

4. effective and efficient funding models 

5. investment in our people. 

You can learn more about ECE core business in the link ECE Business Plan.  

COMMUNICATION 
There are a number of key formal communication channels at the whole-of-group level that aim to keep all staff 
informed of key events, personnel changes, progress on key deliverables, learning and development 
opportunities and workplace culture initiatives: 
 

• ECE On The Floor – bi-weekly meeting chaired by the Deputy Secretary or delegates at 80 Collins 
Street office or WebEx to inform all staff about significant matters such as progress of key initiatives, 
deliverables, executive priorities and issues affecting the sector  

• Deputy Secretary newsletter – prepared for circulation to all staff periodically throughout the year 

• Divisional newsletters – prepared for circulation to all divisional staff throughout the year  

https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/news/detail/477/
https://edugate.eduweb.vic.gov.au/edrms/BP/Pages/approved-plans.aspx
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ECE ALL STAFF FORUMS 
Two half-yearly All-Staff-Forums are organised to share key program opportunities, celebrate key achievements 
and discuss the group’s focus on achieving key ECE objectives. These are important opportunities for the group 
to come together to think about how we can best work together, uphold DET values to achieve the key objectives 
and future challenges ahead. 

Getting started 
This Welcome Kit is for all new employees, to support them to smoothly transition into ECE within the 
Department. More detailed information about the Department and induction into your role will be provided by your 
hiring manager once you commence. You can also find this employee Welcome Kit online here. 

OFFICE LOCATIONS 
The ECE central office is located in the Treasury Precinct, and ECE occupies office spaces within Melbourne 
urban precinct and in regional offices across the state: 

• 80 Collins Street (level 20, 30 and 41) 

• 35 Collins Street (level 17)  

• 2 Treasury Place (the hub) 

• Regional offices across the state. 

SECURITY ACCESS 

Security access is organised by your manager before you start in your new role. On your first day on site, you will 
be taken to the security office to have your picture taken for your pass.  

If you are working on site, you will need to sign in each day and receive a temporary pass until you are issued a 
permanent security pass.  

Department staff are required to wear a visible security pass on a lanyard at all times when working on site.  

Wilsons Security, which provides security services for the Treasury Precinct, is authorised to question anyone 
attempting to enter a building, or found within a building within the precinct, who is not wearing a visible security 
pass, and refuse entry or remove them from the premises. Staff are also reminded not to have their pass or 
lanyard visible when not on site. 

Staff may wear any lanyard of their choice, provided a photo ID security pass is attached and clearly visible, and 
the lanyard incorporates a break-free catch for occupational health and safety reasons.  

INFORMATION AND COMMUNICATION TECHNOLOGY 
Laptops are configured and supplied to all ECE staff prior to commencement. 

If you experience any problems with your laptop please contact the DET Service Gateway on 9637 3333 or log 
your incident at the IT Service Desk via email servicedesk@edumail.vic.gov.au. More information about the IT 
Service Desk can be found here.  

Staff are expected to familiarise themselves with the DET ICT and Privacy Policies 

DET INTRANET 

DET’s intranet provides useful information about DET and links to departmental templates, guidelines and 
procedures. When you open internet explorer you are automatically taken to the DET intranet Home Page.  

SETTING UP YOUR INTRANET ‘MY WORKSPACE’  

My Workspace is the one location on the intranet for all the resources you need for your role. My Workspace is a 
customised desktop within the new intranet. It allows you to save shortcuts to information that helps you do your 
job. This includes shortcuts to applications, frequently used forms, templates, project and collaboration sites and 
any support information you need to access quickly. More information about the Intranet and My Workspace can 
be accessed here. 

https://www.education.vic.gov.au/hrweb/workm/Pages/Induction.aspx
mailto:servicedesk@edumail.vic.gov.au
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1793/support_and_service_(corp)%252Fit%252Fhelp_and_support%252Fit_service_support
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/2575/policies_(corporate)%252Finformation_technology%252Fict_security_policy
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/2622/policies_(corporate)%252Fdata_and_information_management%252Fprivacy_policy
https://edugate.eduweb.vic.gov.au/edrms/gesd/IS/Pages/default.aspx
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EDUPAY 
EduPay is the Department's web-based human resource and payroll system which enables employees to: 

• view employee onboarding process and steps 

• access their online payslips, superannuation and banking details  

• view up to date leave balances and apply for leave  

• manage performance development plans  

• find and complete training for professional development  

• manage timesheets.  

More information on EduPay can be accessed here.  

SETTING UP YOUR INTRANET PERSONAL FILE  

Your intranet personal profile is your professional profile here at the Department. Add your photo to your outlook 
profile to keep connected to your colleagues while staff across the Department are working flexibly. Ensure your 
personal details, role, division and group are correct and complete your about me, duties, expertise and skills 
fields to say bit more about you. More information about setting up your personal profile and adding a friendly 
face to your outlook profile can be found here.  

SHAREPOINT ACCESS  

Once you gain network access, you will automatically have access to the folders and documents based on your 
role. SharePoint is the platform the Department uses to save and share documents. Most teams use a 
collaboration site to store their work. More information on SharePoint can be accessed here. 

You are encouraged to undertake SharePoint training, in order to build the skills required to effectively use 
SharePoint and other records management systems in the Department, by registering your interest in My 
LearnED through the eduPay system.  

OUTLOOK 

The Department's messaging service, Outlook is a central repository for all your emails, calendar and business 
contacts. All staff are provided with an email account for the duration of their employment. It is governed by the 
Acceptable Use Policy for the Department's Information, Communications and Technology (ICT) Resources.  

You can find current contact details for Department staff by searching on the Outlook email global directory 
“Address Book”.  

WORKING AWAY FROM THE OFFICE 
The Department’s technology infrastructure and systems enable staff to work from home the same way as they 
would in the workplace. This is done via the Secure Remote Access Service (SRAS) using a virtual private 
network (VPN) that ensures Departmental information is kept secure. More information on preparing to work 
remotely and the SRAS can be accessed here.  

EMAIL SIGNATURE BLOCK 

Email signature blocks provide details about who you are, where you work and how to contact you. 

As a representative of the Department, your email signature block must be consistent with the Department's 
visual style and have a professional appearance. Individual preferences cannot be met. 

Follow the Email Signature Block link for more information on how to set up or update your email signature block. 

SKYPE FOR BUSINESS  

ECE uses Skype for Business for voice call, instant messaging, sharing documents and video conferences from 
desktop or notebook computers. More information Skype for Business can be found here.  

https://edugate.eduweb.vic.gov.au/sites/i/Pages/school.aspx#/app/news/detail/3914/
https://edugate.eduweb.vic.gov.au/sites/i/Pages/school.aspx#/app/news/detail/3779/
https://edugate.eduweb.vic.gov.au/edrms/ECEG/Pages/default.aspx
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2937/support_and_service_(corp)%252Fit%252Fhelp_and_support%252Fsharepoint_support
https://edupay.eduweb.vic.gov.au/psc/hoadmin/EMPLOYEE/HRMS/c/PT_FLDASHBOARD.PT_FLDASHBOARD.GBL?Page=PT_LANDINGPAGE&DB=DOE_ESS_LEARNING
https://edupay.eduweb.vic.gov.au/psc/hoadmin/EMPLOYEE/HRMS/c/PT_FLDASHBOARD.PT_FLDASHBOARD.GBL?Page=PT_LANDINGPAGE&DB=DOE_ESS_LEARNING
https://www.education.vic.gov.au/hrweb/Pages/acceptableuse.aspx
https://edugate.eduweb.vic.gov.au/sites/i/_layouts/15/WopiFrame2.aspx?sourcedoc=/sites/i/Shared%20Documents/Technology-Working-Remotely-and-using-SRAS-on-DET-computer.docx&action=default
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/2878/support_and_service_(corp)%252Fcommunications%252Fdesign,_video_and_printing%252Femail_signature_block
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/3040/support_and_service_(corp)%252Fit%252Fcomputers_and_devices%252Fskype_for_business
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VIRTUAL AND VIDEOCONFERENCING  
Virtual conferencing allows staff to interact with colleagues and clients through audio, video, data sharing, 
interactive whiteboards, polling or instant messaging. 

You can access virtual conferencing facilities via the internet, using applications such as: 

• Skype 

• WebEx 

• Microsoft Teams  

PRINTER ACCESS, PRINTER DROP BOX AND SCANNER SETUP 
Your onsite workspace has more than one printer and scanner to access. Please speak to your colleague(s) to 
help you to locate the appropriate printer. Follow this step-by-step process guide to add a printer to your 
computer. More information about printing, scanning, and copying from a multifunction device can be accessed 
here.  

IT SERVICE DESK 

If you are having IT problems, you will need to log an online service request via the IT Service Desk. The Service 
Desk is the centralised IT support channel for most common IT services. It includes the Services Portal, the 
intranet site to log service requests or review your existing requests. More information about IT Service Desk can 
be found here.  

Safety, Health & Wellbeing 
OCCUPATIONAL HEALTH & SAFETY 
DET is committed to providing employees, students, contractors and visitors with a healthy and safe 
environment. DET will, where reasonably practicable, take action to improve and promote health, safety and 
wellbeing and prevent workplace injuries and illnesses at all DET workplaces.  If you have any concerns, please 
raise them with your manager in the first instance and then if not resolved speak to your designated work group 
representative. 

More information about occupational health and safety, including the Employee Assistance Program is available 
here. 

 
 

https://edugate.eduweb.vic.gov.au/Services/IT/_layouts/15/WopiFrame2.aspx?sourcedoc=/Services/IT/ServiceDocuments/MFD%20-%20How%20to%20add%20a%20printer%20to%20your%20PC%20-%20Melbourne%20CBD.docx&action=default
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1813/support_and_service_(corp)%252Fit%252Fcomputers_and_devices%252Fprinters,_copiers_and_scanners
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1793/support_and_service_(corp)%252Fit%252Fhelp_and_support%252Fit_service_support
https://www.education.vic.gov.au/hrweb/safetyhw/Pages/employeeservices.aspx
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