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Responsible Person Information Guide
A responsible person is someone that has been placed in charge of the centre in the absence of the Nominated Supervisor. Prior to performing the functions of a responsible person you must complete the Responsible person offer and acceptance form and attend a meeting with the Nominated Supervisor who will use this guide to discuss requirements of the role.  Please see the ELV Determining Responsible Person Policy for more information.
Key information you need to know 
	General information
	Notes

	Know where all children enrolment records are kept including emergency contacts.
	

	Ensure you can access all incident/injury/illness and medication records and know how to find these.
	

	Understand where all prescribed information is kept and displayed, including the Responsible person on duty record.
	

	Know how to access the centre phone, contact list and emergency contact numbers, including local emergency services.
	

	Understand allergy and anaphylaxis procedures and ensure that medication is not administered to a child unless the administration is authorised (except in the case of anaphylaxis or asthma emergency). 
	

	The needs for sleep and rest for children are met during the day based on ages, developmental stages and individual needs.
	



	[bookmark: _Hlk203473840]Ratios and rosters
	Notes

	Ensure ratios are maintained at all times. 
	

	Ensure there is a responsible person present at all times, including at opening and closing of the centre.
	

	If you are the responsible person you may need to assist with rosters and educators will need to inform you of any changes on the day e.g., someone needing to go home sick. 
	

	If an agency or new staff educator attends the centre all paperwork will need to be checked including the status of the WWC card or VIT card. Show the educator how to sign in, where to find toilets, staff room, explain emergency evacuation procedures, show them the room where they will be working. Introductions to staff and information about any children with medical conditions etc. 
	

	Know where all staff files including qualifications are kept.
	



	Emergency procedures
	Notes

	Follow all emergency procedures as per normal.
	

	Refer to the Emergency Management Plan (EMP) for guidance.
	

	Contact the Area Manager or ELV central staff if required to support.
	

	Note where any panic / duress button is if required.
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	Notes

	Respond promptly to child safety concerns or risks raised by children, families or educators. Report as soon as possible to Nominated Supervisor or Area Manager.
	

	Document any incidents or complaints, support staff as required, if a parent/ guardian has heightened behaviour seek support, don’t meet a parent/ guardian on your own.
	

	If you feel unsafe at any stage, you can ask the person to leave. 
	

	For any serious incidents please call your Nominated Supervisor or Area Manager for support and follow the ELV Incident, Injury, Trauma and Illness Policy and the Notification of Serious Incident Procedure. 
	




	Unauthorised contacts- entry and exit from the centre
	Notes

	Ensure that children do not leave the centre except in accordance with the regulations – for example with a parent, authorised nominee, on an authorised excursion or for emergency medical treatment.
	

	In an unfamiliar adult comes to collect a child, firstly ask them for proof of identification.
	

	Check their details against the child’s enrolment record, if they are authorised, they are able to collect the child.
	

	If an unauthorised person comes to collect a child, contact the parent and ask them to send through an authorisation via email. If this is not possible verbal permission can be given provided 2 staff members receive this permission. Verbal permission must be documented and placed in the child’s file.
	

	If an unauthorised person comes to collect a child and the parent does not provide authorisation do not let them take the child.
	

	If the safety of the staff or children is threatened call the police, ensure that the parent or authorised nominee is aware of the attempt and offer support.
	



	Centre inspection/ regulatory visits
	Notes

	If any regulatory authorities (QARD, WorkSafe etc) attend the centre you may need to assist with showing them around or providing documentation and answering questions.
	

	Ensure they sign in and show identification to you.
	

	Ensure that ratios are still being met before you assist and are out of the room, introduce yourself and explain that you are the person in charge.
	

	Inform the rooms that there is a centre inspection and support as required.
	

	If able send an email or message to Area Manager to let them know there is an inspection, assist with providing documentation as required.
Ensure that you forward any actions received or paperwork to the Nominated Supervisor and Area Manager.
	



	  Child Safety
	Notes

	Follow child safety practices and policies at all times.
	

	Know where the commitment to child safety is displayed in the centre.
	

	Take all child safety concerns seriously, no matter how minor they may seem. Report any incidents that occur to the Nominated Supervisor and Area Manager.
	

	Risk assessments must be conducted prior any excursion and prior to seeking authorisation for an excursion.
	

	Ensure that children are adequately supervised, are not subject to inappropriate discipline, and are protected from harm and hazards.
	



	  Educational Programs
	Notes

	Ensure educational programs are:
· based and delivered in accordance with an approved learning framework
· based on the developmental needs, interests and experiences of each child.

	



	  Food and beverages
	Notes

	Ensure adequate health and hygiene practices for handling, preparing and storing food are implemented to minimise risks to children.
	

	Ensure children have access to safe drinking water at all times and are offered food and beverages on a regular basis during the day.
	

	Ensure the weekly menu adequately describes the food and beverages to be provided is displayed in a location accessible to parents.
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