Northmead Before and After School Care Inc.

Policies and Procedures

 C3 – Staffing Arrangements
Policy statement

At Northmead Before and After School Care Incorporated, the Management Committee, control and manage the centre affairs. The Committee members are elected as per our centres constitution. The committee will select a Nominated Supervisor to be responsible for the centres day to day running. A Responsible person will be physically present at the service at all times that the service is operating.
Our service will also have a dedicated Educational Leader in accordance with My Time, Our Place.
Considerations

Education and Care Services National Regulations

r54, r118, r120 r136, r 146, r148, r150,r 170, r 173, r273
Education and Care Services National Law Act  (Law s170, s162) 
National Quality Standard 4.1

Strategies
A Responsible Person for the centre can be:

· Nominated supervisor- this is a person with a Supervisors Certificate designated by the service as the Nominated Supervisor.

· Certified Supervisor- this is a person who has been placed in day to day charge of the service in the absence of the Nominated Supervisor.
Educator Arrangements
The service’s Nominated Supervisor will be responsible for the service at all times regardless of their attendance at the service.
In the absence of the Nominated Supervisor at any time, a Responsible Person will be selected to be in charge of the daily operation of the service. This person will not adopt the Nominated Supervisor’s responsibilities during this time. The service will display the details of the Nominated Supervisor and Responsible Person at all times the service is operating.
The Nominated supervisor and any Certified supervisor placed in day to day charge the service will have successfully completed a course in child protection approved by the NSW Regulatory Authority.

A Responsible Person must hold a Certified Supervisor’s Certificate.
The service will appoint an Educational Leader and display the name of this person for families should they wish to discuss the service’s programming practices.
At all times the service is operating, there will be at least one educator who holds a current approved first aid, anaphylaxis and asthma management qualification.
Educators will record their name and the hours they have worked directly with children each time they are working in the service. This record will also include the name of the Responsible Person, the Educational Leader, and the names of any students and visitors.
We will have dedicated Educational Leader/Leaders that will lead the development and implementation of educational programs in our service.
It is expected that all educators are responsible for the care of all children in our service. 
It is expected for all educators are responsible to follow the centres policies and procedures.

At no time should an unauthorised person remain at the service premises while children are being educated and cared for unless the person is under the direct supervision of a Certified Supervisor.
Our service follows this flow chart to ensure the appropriate day to day running of the centre. This chart will be displayed at the centre along with the Educational Leader/s as per the regulations
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