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	Purpose:
	Outline the core responsibilities and requirements of the Appointed Responsible Person Role. 



[bookmark: _heading=h.8mqdl5mc7cl7]The organisational hierarchy at the Centre consists of two general levels: firstly, the management resources, namely the Centre Coordinators and Responsible Persons, and secondly the Educators.  To ensure that at all times during operating hours the Centre has the appropriate number of management resources on site to govern the operation of the Centre, it is necessary at times to leverage an Educator(s) as an Appointed Responsible Person.  
The Appointed Responsible Person acts in a management capacity following the responsibilities as set forth below, for a defined period during the operating hours of the Centre on a particular day (typically, the before school care shift, after school care shift, or a vacation care day).
Fundamentally, the Appointed Responsible Person’s role is to support the Centre Coordinator/s in the general management of the Centre. Focused on ensuring that the Educators are following the Centre policies and guidelines in the delivery of care, and that the safety of the children in care is maintained. 
Responsible Persons will still be expected to perform Educator responsibilities when not Appointed as the on-shift Responsible Person. There is an expectation that Responsible Persons performing Educator responsibilities will assist the Appointed Responsible Person in the maintenance and upholding of centre policies, values and general on-goings throughout a shift through a leadership role.
The Centre Coordinator/s will assign an Educator to the Appointed Responsible Person position when staffing levels deem this necessary, but the assignment where possible will be performed in advance of the shift via the online rostering platform, email, text or word of mouth, ensuring the Educator is clear on their responsibilities for the shift ahead of time. 
An Educator will only be able to be assigned to the Responsible Person role following pre-selection by the Centre Coordinators. This pre-selection process involves satisfying any mandatory requirements set forth below, and the demonstration of the behavioural capability to meet the responsibilities of the role.  
Responsible Person will:
· Understand the responsibilities of the various roles within the Centre, and specifically monitor and guide Educators where required on the execution of Educator responsibilities.
· Be familiar with the Centre policies and guidelines, and ensure that these policies and guidelines are followed by Centre staff. 
· Be familiar with the opening and closing routines of the Centre, and execute these routines appropriately.
· Demonstrate an ability to work as part of the team and lead by example.
· Demonstrate their supervisory responsibility for all Educators and children in all locations and environments at the Centre.
· Communicate clearly and positively with the children in care, and also with parents where possible to proactively provide feedback on the children's experiences during care.  
· Follow and update process when necessary to ensure  delivery of care within the Centre, focuses  on the safety of the children, and pro-actively adapt environments and activities to suit daily conditions (daily conditions include, but are not limited to,  weather, Educators on shift, accidents, maintenance)
· Further, proactively seek opportunities to adapt the delivery of activities to cater for children’s behaviour, and provide opportunities for the children to enjoy and learn from the activities
· Have a sound understanding of National Quality Framework, My Time Our Place and the centre theorists
· Build and develop respectful relationships with children, parents, families and all fellow Educators
· Attend reflection meetings regularly so as to ensure familiarity with the function and general operational status of the Centre (minimum of once per month) 
· Hold a current First Aid and CPR Certificate, Child Protection Certificate, Basic Food Handler Certificate.
· Show competency in Work Health and Safety
· Have a sound understanding of the centre’s emergency procedures and demonstrate the ability to facilitate and run an emergency procedure through drills.

A Responsible Person will demonstrate effective supervision by:
· Positioning themselves appropriately such that they are monitoring as much of the Centre operation (and children) as possible.   
· Positioning themselves in higher risk activities/situations where required so they are able to act quickly in response to safety concerns.
· Listening and paying attention to changes in behaviour (including speech and tone) of Children or Educators which may indicate potential issues or concerns that may be arising.
· Consistently being aware of children changing play areas and numbers of children attending for the day or shift
· Observing what the children are doing and being aware of dynamics and interactions amongst other children and staff.
· Anticipating and manipulating changes in activities and experiences.
· Communicating with the team to ensure supervision is constant, and providing feedback to Educators where required.
· Explaining safety rules to where required to the children and ensuring adherence. 
· Finding the balance between engaging in children’s activities and allowing them to play uninterrupted and freely with their peers.






Certified Courses Required for a Responsible Person
	Course
	Provider
	Date received
	Original Sighted Coordinators signature/date

	Child Protection

	


	
	

	Apply  First Aid inc 
Asthma and Anaphylaxis 
	


	
	

	CPR

	


	
	





Show Competency in Work Health Safety 
	
	Comment
	Date 
	Coordinator’s  signature

	Completed the WHS Questionnaire 
	


	
	

	Completed WHS training with the Centre WHS Representative
	


	
	

	Comprehensively Understands All Aspects of Risk Assessment Documents
	Risk:


	
	

	Comprehensively Understands All Aspects of Risk Minimisation Plans
	Child’s Name:


	
	

	Organised  an Emergency Evacuation Drill
	
	
	




Centre Policies and Procedures for a Responsible Person
	Centre Policy and Procedure
	Shown understanding and competence in actioning the Guideline
	Coordinator’s comment signature/date

	Centre Philosophy
	


	

	Personal Philosophy 


	
	

	Code of Professional Standards
	


	

	Emergency and Evacuations Policy

	
	

	Administration of First Aid Policy

	
	

	Dealing with Medical Conditions and Medication Administration Policy


	


	

	Asthma Policy
	


	

	Anaphylaxis Policy
	


	

	Diabetes Policy 
	


	

	Management of Incident, Injury, Illness and Trauma Policy
	


	

	Safe Arrival & Missing Child Policy
	


	

	Authority of Care Policy
	


	

	Providing a Child Safe Environment Policy
	


	

	Supervision of Children Policy
	


	

	Child Protection Policy
	


	

	Educator Rostering and  Determining the Responsible Person Policy
	


	

	Privacy Policy
	


	

	Work, Health and Safety Policy
	


	

	General knowledge of and where to access all Centre policies
	


	




      Considerations
	Education and Care Services National Regulations
	National Quality Standard
	Other

	r 117A,B,C
r 118
r136
r 137

	4
	· ACEQUA
· National Quality Framework
· Educator Rostering and Determining the Responsible Person Policy
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