QUALITY AREA 4:
STAFF ARRANGEMENTS

Determining

Responsible Person

Review Date: 28/11/2025

Introduction

The Education and Care Goals - What are we going to do?

Services National Law

determines that a responsible A responsible person will be on the premises at all times, and
person must be physically the details of the current Responsible Person will be clearly
present at a centre based displayed for educators, staff and families.

service at all times that an

Approved Service operates. The process for determining the responsible person will be

clear to all educators and staff, and followed at all times.
National Regulations, Reg 117B.

Details of the person responsible are documented and
displayed for all users of the service.

Strategies - How will it be done?

A service must always have a responsible person physically
present at all times.

A Responsible Person can be:

1. The APPROVED PROVIDER — Management Committee.

2. The NOMINATED SUPERVISOR - this is a person
designated by the service as the Nominated Supervisor
(the Director’s).

3. A person placed in day-to-day charge of the service.

The Approved Provider will:

1. Ensure Nominated Supervisors or person placed in charge

have a clear understanding of the role of the Responsible
Person;
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2. Ensure the Responsible Person is appropriately skilled and qualified, and st least 18 years of
age;

3. Ensure a responsible person is physically present at the centre. A substitute for the
responsible person will be present where a Waiver is in place.
4. Educator placed in day-to-day charge has completed child protection training.

The Nominated Supervisor or delegated authority will:

1. Arrange for the keeping of a “responsible person record”. This record will document the
current responsible person.

2. The name of the responsible person will be displayed in the main entrance at the service,
and/ or on OWNA, displayed on the ipad when signing in.

3. Develop rosters in accordance with the availability of responsible persons, centre operation
and attendance patterns of children.

The Responsible Person will:

1. Accept the position of responsible person in writing.

2. Ensure a handover of responsibility takes place when one Responsible Person steps down and
another takes their place.

3. Place their photo on the Provider Information sign near the main entrance, and/ or ensure it
is displayed on the OWNA application.

4. Keep the Nominated Supervisor informed of all important information.

5. Implement policies and procedures in accordance with the Education and Care Regulations.
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Statutory Legislation & Approved Provider Representative:

Considerations

. Narissa Cuskell
anflilian (Eeleatan ang Caie Name: .....[NarlSsa LUsKell Y
Services National Law Application) .
et 2010 PP Role: ... President . ...
Education and Care Services National Signature: ...
gl A Date: . 28/11/2023

Sources

REVIEW DATE: . 28th November 2025

Children (Education and Care
Services National Law Application)

Act 2010
Education and Care Services National Policy Adopted :pproved Pl:owder Review Date
Regulations 2011 PRSI

25/06/2018 Belinda Fayle 25/06/2020
Community Childcare Cooperative
sample policies — 07/07/2021 Aaron Kennedy 07/07/2023
WWW.CCCCNSW.Org.au 28/11/2023 Narissa Cuskelly 28/11/2025
National Quality Agenda Review/

Responsible Person requirements for
Approved Providers, ACECQA, 30
August 2017.

Law & Regulations for Nominated
Supervisors, Webinar, CELA, 2021.
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