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Statement (for inclusion in reports, website and promotional materials) 

“The organisation maintains a current Responsible Person register, conducts documented suitability assessments, and notifies the Aged Care Quality 

and Safety Commission of all changes within required timeframes in accordance with the Aged Care Act 2024.” 

Steps Obligation Control Evidence expected 

1. Identification & 
Register  
 

Maintain a current Responsible Persons Register, including: 

• Full legal name 

• Position/title (e.g. Board Director, CEO) 

• Start date 

• End date (if applicable) 

• Contact details 

• Role classification (governing body / executive) 

Ensure definition aligns with legislative 
meaning of Responsible Person 

• Board or HR register 

• Governance structure chart 
 

2. Suitability Assessment 
(Fit and Proper 
requirement) 

For each Responsible Person, maintain documented evidence of: 

• Police check (current) 

• Relevant screening (e.g. NDIS Worker Screening iapplicable) 

• Declaration of: 
o Criminal history 
o Insolvency/bankruptcy 
o Conflicts of interest 

• Assessment against “fit and proper” criteria 

Implement initial and ongoing (periodic) 
assessments 
 

• Suitability assessment 
checklist/forms 

• Signed declarations 

• Screening records 
 

3. Appointment & 
Cessation Controls 
(Trigger events) 
 

Formal process for: 

• Appointment of new Responsible Persons 

• Role changes (e.g. from Director to Chair etc) 

• Resignations / terminations 

Ensure governance approval (e.g. 
Board minutes) 

• Board minutes / resolutions 

• Employment or appointment 
contracts 

4. Mandatory Notification 
to Regulator (Critical 
compliance step) 
 

Notify the Aged Care Quality and Safety Commission of: 

• New Responsible Person 

• Cessation of Responsible Person 

• Changes affecting suitability 
Include: 

• Name 

• Position/title  

• Effective date 
Submit via: 

• Change in Circumstances (CiC) process 

Within required timeframe (generally 
within 14 days) 

• Submission confirmation / 
email receipts 

• Copies of CiC forms or 
system screenshots 

 

5. Ongoing Monitoring 
(Continuous compliance) 

Implement process to: 

• Reconfirm suitability periodically (e.g. annually) 

Require Responsible Persons to: • Annual declarations 
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 • Capture any: 
o Criminal charges 
o Regulatory actions 
o Conflicts of interest 

• Notify organisation of any changes 
impacting suitability 

 

• Policy requiring disclosure 

• Monitoring logs 
 

6. Governance 
Documentation (System 
control) 
 

Maintain policies covering: 

• Responsible Person definition and scope 

• Suitability and screening requirements 

• Notification obligations 

• Record-keeping requirements 

Ensure alignment with: 

• Board governance framework 

• Risk management system 
 

• Governance policies 

• Internal procedures 
 

7. Record Retention 
(Audit requirement) 
 

Retain all records for minimum 7 years (or as required) Ensure: 

• Secure storage 

• Privacy compliance 

• Record management policy 

• Secure HR/governance files 

 
 

Risk Management Matrix and Indicators (What auditors look for) 
 

High risk findings Moderate risk Low risk / good practice 

• No clear Responsible Person register 
• Missing or outdated suitability checks 
• Failure to notify changes within timeframe 
• Inconsistent records between HR, Board, and 

regulator 
 

• No formal reassessment process 
• Weak documentation of “fit and proper” 

decisions 
 

• Centralised governance register 
• Automated reminders for checks and 

notifications 
• Clear audit trail of all submissions 

 
 

 
References:  

• Aged Care Act 2024 Chapters 2–3 (Provider Registration and Obligations)  

• Aged Care Rules 2025  

• Part 1 (Definitions – Responsible Person)  

• Section 152.16 (Suitability of Responsible Persons)  

• Conditions of Registration (Change in Circumstances obligations)  

• Aged Care Quality and Safety Commission guidance on notifying changes to Responsible Persons  

• Government Provider Management System (GPMS) operational guidance (system recording only) 
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