
Week 25, 14 to 18 August 2023 – 7.1.3. Roles and responsibilities. Copyright Centre Support Pty Ltd 2023 The service who has purchased this 
product is the only service that can use this document. No part of this document can be copied, distributed, passed on or given to a friend 
outside the service who has not purchased the Centre Support Product. If this occurs Centre Support will take legal action against you personally 
and the person who has received it.        P a g e  | 7 

7.1.3 Roles and Responsibilities Week 25 – 14.8.2023   
Monday to Friday 

Roles and responsibilities are clearly defined, and understood, and support effective decision-making and operation of 
the service. 

Section 3. Learning what is required for meeting. 
 

The following section will show you exactly what to do 
to ensure your practice is meeting. You do not need to 
complete this section if you have successfully 
completed ‘Section 2’. 

Why is the element important? 
Element 7.1.3 Roles and Responsibilities - Roles and 
responsibilities are clearly defined, and understood, and 
support effective decision-making and operation of the 
service. Educators understood this to mean that they 
should have a clear understanding of: 

• their roles, responsibilities and expectations for 
their performance 

• the staffing structure.  
 

What could potentially go wrong if educators didn’t do 
the above? 

Confusion and Inefficiency: Without clear role 
understanding, educators might be unsure about their 
specific tasks and responsibilities. This confusion can 
lead to duplication of efforts, missed tasks, and 
inefficiencies in the service's daily operations. 

Lack of Accountability: Unclear roles can result in a lack 
of accountability. Educators might not take ownership 
of their tasks, leading to decreased quality of care, 
missed deadlines, and an overall decline in service 
performance. 

Disruption in Decision-Making: A lack of understanding 
about roles and responsibilities can hinder effective 
decision-making. Without a clear framework, educators 
might struggle to contribute meaningfully to discussions 
and strategic planning, leading to delayed or ineffective 
decisions. 

Inconsistent Service: When educators don't 
comprehend their roles and responsibilities, service 
delivery can become inconsistent. Children might 
receive varying levels of attention and support, 
affecting their overall learning experiences. 

Dissatisfaction and High Turnover: Educators who are 
unsure about their roles and responsibilities might 

become frustrated and dissatisfied with their job. This 
could lead to burnout and high turnover rates among 
staff, disrupting continuity and stability. 

Negative Impact on Children: Children thrive in 
environments with structure and predictability. If 
educators are uncertain about their roles, children 
might experience inconsistent care, impacting their 
emotional well-being, sense of security, and overall 
development. 

Communication Breakdown: Clarity in roles is essential 
for effective communication among staff members. 
Without it, miscommunication, misunderstandings, and 
conflicts can arise, potentially leading to a breakdown in 
the team's collaboration. 

Regulatory Non-Compliance: Roles and responsibilities 
often extend to ensuring compliance with regulations 
and safety standards. If educators are unaware of their 
obligations, the service might unintentionally breach 
regulations, risking legal and reputational 
consequences. 

  

It's very important to make sure Roles 
and responsibilities are clearly defined, 
and understood, and support effective 
decision-making and operation of the 
service. 

Here are some practical examples for meeting 
 
Confusion and Inefficiency: Develop comprehensive 
role descriptions for each educator and staff member, 
outlining their specific responsibilities and tasks. 
Provide training sessions where these role descriptions 
are discussed and clarified. Regular team meetings can 
also be held to ensure everyone is on the same page 
regarding their roles, thus minimising confusion and 
improving efficiency. 
 
Lack of Accountability: Implement a system of regular 
performance evaluations and goal-setting sessions. 
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Each educator's performance and adherence to their 
defined responsibilities can be assessed during these 
sessions. This approach encourages accountability and 
provides a platform for discussing challenges and 
improvements. 
 
Disruption in Decision-Making: Establish a clear 
hierarchy and communication structure within the 
team. Identify who is responsible for making different 
types of decisions. This clarity ensures that educators 
and staff know whom to approach for specific matters, 
streamlining decision-making processes. 
 
Inconsistent Service: Develop a shared calendar or 
scheduling system that outlines tasks and activities for 
each educator on a daily or weekly basis. This tool helps 
educators understand what is expected of them and 
ensures consistent care for children throughout the 
day. 
 
Dissatisfaction and High Turnover: Implement a 
mentorship or buddy system where new educators are 
paired with experienced ones. The experienced 
educator can guide the new member, helping them 
understand their roles and responsibilities effectively. 
Regular feedback sessions and open channels for 
expressing concerns can also prevent dissatisfaction. 
 
Negative Impact on Children: Create a visual 
representation of the daily routine and roles using 
charts or posters. Display this information in classrooms 
so that children can also understand the roles of 
different educators. This transparency creates a sense 
of security and predictability for the children. 
 
Communication Breakdown: Organise regular team-
building activities and workshops that encourage open 
communication and collaboration among staff 
members. Emphasise the importance of seeking 
clarification and resolving misunderstandings promptly. 
 
Regulatory Non-Compliance: Develop a compliance 
checklist that clearly outlines the responsibilities related 
to regulatory requirements. Educators and staff can use 

this checklist to ensure they are meeting their 
obligations and staying compliant. 
 
After reading these points, which one(s) do you think 
you are doing well? Describe your practice in detail so it 
can go directly into you QIP or SAT (NSW only). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
After reading these points, which one(s) do you think 
you need to work on? Describe how you could improve 
your practice. 
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