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REVIEW OF THIS POLICY
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1. Purpose:
To ensure a Responsible person is present in Bland Shire Council’s centre based services
and available for Family Day Care at all times the Service is providing care to children.

2. Scope:
This policy applies to Educators requested to be deemed a “Responsible Person” at the
centre based service or available to Family Day Care.

3. Outcomes:
The Responsible Person is either the Approved Provider, Nominated Supervisor or a
responsible person who has been placed in day to day charge of the service. Educators
deemed suitable to be “a responsible person in day to day charge” will be nominated by the
Nominated Supervisor and would demonstrate the required attributes to for fill this role. The
process for determining, documenting and displaying the details of the responsible person
will be clear to all Educators and followed at all times.

4. Roles and Responsibilities:
The implementation of this policy applies to the Approved Provider, the Nominated
Supervisor and selected educators deemed “responsible person”. These roles include the
availability to Bland/Temora Family Day Care. Each role is listed below in the policy
procedure.

5. Definitions:
In this policy “staff” and “educators” refers to staff employed at Bland Shire Children Services
Unit by Bland Shire Council and Educators registered with Bland/Temora Family Day Care,
with Bland Shire Council the approved provider.

6. Legislation and Supporting Documents:
Australian Children’s Education and Care Quality Authority (2023) Guide to National Quality
Framework
Education and Care Services National Law 2010
Education and Care Services National Regulations 2011

7. Attachments:
Policy Procedure
Responsibilities-

The Approved Provider will:

e Designate a Nominated Supervisor. This appointment will be made in writing and
written consent from that person will be sought.

e Ensure there is a Responsible Person on the premises at all times a centre based
service is delivering an education and care program to children. This appointment will
be made in writing and written consent from that person will be sought.

¢ In the instance of Family Day Care — Ensure at all times a family day care educator is
educating and caring for a child as part of the service, one of the following persons is
available to provide support to the family day care educator:

o A person with management or control of the family day care service;

o A nominated supervisor of the service

o A person in day to day charge of the service.
The support provided to a family day care educator includes availability to contact by
telephone to provide advice and assistance.

o Ensure that a person deemed eligible as a Responsible Person has the appropriate
skill level, experience, qualifications, approval to work with children and a sound
understanding of the role required under the National Law and National Regulations;
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¢ Notify the Regulatory Authority in writing if there is a change of person in the role of
Nominated Supervisor;

o Ensure that, in the absence from the centre based service premises of a Nominated
Supervisor, a Responsible Person is placed in day to day charge of the service.

The Nominated Supervisor will:
e Provide written consent to accept the role of Nominated Supervisor;
Ensure that, in their absence from the service premises, another Responsible Person
is placed in day to day charge of the service;
e Ensure that the Nominated Supervisor and all other nominated Responsible Persons
has a sound understanding of the role of Responsible Person;
e Ensure that the name of the Responsible Person in charge of the centre based
service is displayed and easily visible from the main entrance of the service;
¢ Inthe instance of Family Day Care — Ensure at all times a family day care educator is
educating and caring for a child as part of the service, one of the following persons is
available to provide support to the family day care educator:
o A person with management or control of the family day care service;
o A nominated supervisor of the service
o A person in day to day charge of the service.
The support provided to a family day care educator includes availability to contact by
telephone to provide advice and assistance.
¢ Notify the Approved Provider and the Regulatory Authority within 7 days of any
changes to their situation, including a change in mailing address, circumstances that
affect their status as fit and proper, such as the suspension or cancellation of a
Working with Children Check, or if they are subject to disciplinary proceedings;
o Keep a “Responsible Person Record” as applicable for each service. This record will
document the current Responsible Person at any given time;
e Develop rosters in consultation with service leaders in accordance with the availability
of responsible Persons, service operation and attendance pattern of the children.

The Responsible Person (day to day charge) will:

¢ Provide written consent to accept the role of Responsible Person;

o Ensure they have a sound understanding of the role of Responsible Person during
the day to day operation of a service;

e Ensure the name of the Responsible Person in charge of the service is displayed and
easily visible from the entrance of the service;

¢ Sign in and out on the applicable “responsible Person Register”

¢ |f the Responsible Person needs to change, they will “hand over” obligations of the
role to another Responsible Person at the service. Both the old and the new
Responsible Person will converse directly and ensure the name of the Responsible
Person presently in the position is displayed appropriately.
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