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Determining the Responsible Person

National Quality Standard

Area 4 - Staffing Arrangements

Standard 4.1

Staffing arrangements

Element4.1.1 Organisation of educators: The organisation of educators
across the service supports children's learning and
development.

Element 4.1.2 Continuity of staff: Every effort is made for children to

experience continuity of educators at the service.

Standard 4.2

Professionalism

Element 4.2.1 Professional collaboration: Management, educators and
staff work with mutual respect and collaboratively, and
challenge and learn from each other, recognising each
other’s strengths and skills.

Element 4.2.2 Professional standards; Professional standards guide

practice, interactions and relationships.

Children (Education and Care Services) National Regulations (2011 SI 653):

Reg. 150 Responsible person
Reg. 173 Prescribed information to be displayed
Reg. 177 Prescribed enrolment and other documents to be kept by approved provider

Links to the Child Safe Standards

Standard 1 - Child safety and
wellbeing is embedded in
organisational leadership,
governance and culture

Leadership and governance support a child safe culture
through clear delegation of responsibilities.

Standard 3 - Families and

involved

communities are informed and

Families are informed about who is in charge and how
accountability is maintained.

Standard 4 - Equity is upheld
and diverse needs are taken
into account

By requiring the Responsible Person to have the
capability to lead inclusive, respectful practice, the
policy helps ensure the service responds appropriately
to the diverse needs of children and families.

Standard 6 - Processes to

Having a clearly designated Responsible Person ensures
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respond to complaints of child | there is always a capable leader present to receive, act

abuse are child focused on, and escalate any concerns or
complaints—particularly those that relate to child
safety.

Standard 7 - Staff are equipped | All staff understand the responsibilities of the
with the knowledge, skills and | Responsible Person, ensuring the team knows who to

awareness to keep children report to and how to uphold safety practices. The

safe through continual Responsible Person has a sound understanding of their

education and training role, which includes knowledge of child safety
obligations.

Related Policies:

Governance, Management and Record Keeping Policy

Code of Conduct

Providing a Child Safe Environment Policy

Policy Statement:

Adventure OSHC is committed to ensuring a Responsible Person is present at all times the
service is operating. This ensures compliance with National Law and Regulations and
upholds our duty of care to children’s safety, wellbeing, learning and development.

This policy supports our child safe culture by promoting strong leadership, transparent role
delegation, and accountability for safe, inclusive and high-quality practice.

Purpose:

To clearly outline the process for determining and documenting the Responsible Person in
day-to-day charge of the service, and to ensure all staff understand their roles and
responsibilities under the Education and Care Services National Regulations and the Child
Safe Standards.

Scope:

This policy applies to the Approved Provider, OSHC Manager (Nominated Supervisor), Centre
Coordinators, Responsible Persons, educators, volunteers, students, families, and visitors.
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Definitions:

Responsible Person: A person who is placed in day-to-day charge of the service and is
physically present. This can include the Approved Provider, Nominated Supervisor, or a duly
appointed person.

Nominated Supervisor: A person nominated by the Approved Provider and accepted by the
Regulatory Authority as responsible for the day-to-day management of the service.

Duly Appointed Person: A person over 18 years of age with appropriate qualifications,
experience and capability, formally placed in day-to-day charge by the Approved Provider or
Nominated Supervisor.

Implementation:

Presence and Display

® A Responsible Person must be present at the service at all times that children are
being educated and cared for.

e The name of the Responsible Person on duty must be clearly displayed at the
entrance of the service, in accordance with Regulation 173.

® The Responsible Person must be documented on the staff record at all times the
service is in operation (Regulation 177).

Determining and Delegating the Responsible Person

e The Nominated Supervisor or Approved Provider must ensure that a Responsible
Person is designated for every session of operation.

e |[f the Responsible Person changes (e.g. between sessions), the outgoing Responsible
Person must hand over responsibility formally, and this change must be documented
immediately.

A person may be appointed as a Responsible Person if they:

Are over 18 years of age;

Hold a current Working With Children Check clearance;

Have adequate knowledge and understanding of the National Law and Regulations;
Have completed required induction and training on service policies and procedures;
Have the appropriate qualifications, experience and interpersonal skills to be in
day-to-day charge.

Responsibilities of the Approved Provider / Management
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e Ensure written consent is obtained from any person appointed as a Nominated
Supervisor or placed in day-to-day charge.

e Ensure staff are aware of who the Responsible Person is and how handovers occur.

e Maintain an accurate and up-to-date staff record showing the name and role of the
Responsible Person at all times.

® Ensure every Responsible Person is fit and proper and has been provided with
adequate support to undertake the role.

® Ensure policies and procedures related to the role are reviewed and communicated
clearly and regularly.

e Notify the Regulatory Authority of any changes to the Nominated Supervisor’s status
or details (within 7 days as required under section 173 of the Law).

Responsibilities of the Nominated Supervisor / Responsible Person

e Provide written consent to accept the role.

e Ensure that they are physically present and available to lead and manage the
operation of the service.

e Display their name prominently to inform families and visitors.

e Inform management in advance of any planned leave or illness where they cannot be
present.

e Maintain professional conduct and ensure safe, inclusive, and ethical practice across
the service.

o Notify the Regulatory Authority within 7 days of changes to personal details or
fitness to hold the role (e.g., WWCC cancellation or change of contact details).

Sources:

e Education and Care Services National Regulations (2011 SI 653)
e National Quality Standards
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