
 

Determining the Responsible Person 
 

National Quality Standard 
 
Area 4 - Staffing Arrangements 
Standard 4.1 Staffing arrangements 
Element 4.1.1 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 
communities are informed and 
involved 

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 



 

respond to complaints of child 
abuse are child focused 

there is always a capable leader present to receive, act 
on, and escalate any concerns or 
complaints—particularly those that relate to child 
safety. 

Standard 7 - Staff are equipped 
with the knowledge, skills and 
awareness to keep children 
safe through continual 
education and training 

All staff understand the responsibilities of the 
Responsible Person, ensuring the team knows who to 
report to and how to uphold safety practices. The 
Responsible Person has a sound understanding of their 
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. 

In determining and appointing a Responsible Person, Adventure OSHC considers the safety, 
health, wellbeing, rights and best interests of children to be the paramount consideration. 

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. 

 
Definitions: 
 
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. 
 
Responsible Person: A person over 18 years of age 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.​
 
Duly Appointed Person: A person over 18 years of age with adequate knowledge and 
understanding of education and care, and the ability to effectively supervise and manage the 
service. Placed in day-to-day charge by the Approved Provider or Nominated Supervisor, 
with written consent. 
 

Implementation: 

All Educators onsite MUST hold a valid and verified working with children check. The extra 
qualifications of the Responsible Person are outlined below. 

Presence and Display 

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

●​ 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 

●​ The Nominated Supervisor or Approved Provider must ensure that a Responsible 
Person is designated for every session of operation, whether it is themselves or a 
duly appointed person. 

●​ If 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 completed all mandatory child protection training required by NSW legislation 

and Adventure OSHC; 
●​ 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 knowledge, understanding, experience and ability to effectively 

supervise and manage the service. 

Before appointing a person as a Nominated Supervisor or placing them in day-to-day charge 
as a Responsible Person, the Approved Provider will consider the person's knowledge, 
experience, leadership capability, compliance history and any matters relevant to their 
suitability to undertake the role. 

Responsibilities of the Approved Provider / Management 

●​ Ensure written consent is obtained from any person appointed as a Nominated 
Supervisor or placed in day-to-day charge. 

●​ Ensure staff are aware of who the Responsible Person is and how handovers occur. 
●​ 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. 
●​ Notify the Regulatory Authority of appointments and changes relating to Nominated 

Supervisors within the required legislative timeframes. 

Responsibilities of the Nominated Supervisor 

●​ Accepts nomination via written consent 
●​ Supports appointment of people in day-to-day charge and signs off on RP designation 

forms 
●​ Ensures RP arrangements are in place 
●​ Notifies AP of required changes 

Responsibilities of the Responsible Person 

●​ Accepts nomination via written consent 
●​ Assumes day-to-day charge 
●​ Is physically present 
●​ Displays name when acting as the RP 
●​ Maintains safe operation of the service 
●​ Hands over to the new RP at end of shift. This is documented immediately in the RP 

register and the RP display is updated with the new person’s name. 

 



 

Sources: 
 

●​ Education and Care Services National Regulations (2011 SI 653) 

●​ National Quality Standards 
●​ ACECQA Responsible Person Requirements for Approved Providers 

 

Version control created 10 April 2021 

Reviewed 11 March 2022 - No changes (GW) 

Reviewed 2 February 2023 - Minor changes (format, business name change) (GW) 

Reviewed 11 September 2023 - Minor changes (formatting), related policies added (GW) 

Reviewed September 2024 - minor changes (experienced educator added as possible individual 
to take on RP role) (GW) 

Reviewed July 2025 - CSS added, rewritten to be more concise (GW) 

Reviewed July 2026 - update to duly appointed person definition, RP and NS responsibilities 
split, paramount consideration added (GW) 

Next review July 2027 
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