STAFF SCHEDULING

Sample POLICIES AND PROCEDURES
PROVIDER NAME
Provider CEO Name

POLICY
In order to ensure the health and safety of our participants and address the support needs of each person:

· All staff shall be trained regarding the support needs, preferences, and staffing level of the participants in which s/he is assigned. To ensure each staff person is trained, the staff shall sign a “Participant Specific Training” form for each person with whom s/he may work, and the signed form(s) shall be kept in the employee’s personnel file.
· Staff assignments and schedules shall be determined every two weeks, and reviewed monthly by the Provider’s Program Supervisor for effectiveness and appropriateness based upon the participants in the service location and each participant’s needs as stated in his/her plan of care. 
· Staff shall document time in and out for each shift on the time log in the service location in which s/he works.

· Staff shall report to work at the service location at the time scheduled and complete service documentation for the participant(s) with which s/he works within the time of the shift worked, according to the Provider’s documentation standards.

· Calling in absent or late shall be kept to a minimum, and staff shall call in according to company on-call procedures.
· Staff shall utilize the on-call procedure anytime during the day, night or on weekends immediately upon notification of another staff’s absence, to ensure a back-up staff works with the participant(s) as his/her support needs require.  

PROCEDURES
Planning Appropriate Staffing

1. The Provider’s Scheduler will work with each Service Location Supervisor to review the employee roster and support needs for participants served by the organization. The following factors will be used to determine the appropriate staff needed for all participants in the same service environment:

· The participant’s approved funding tier

· Varying support/supervision needs

· Medical and Medication assistance

· Medical Conditions and Medical Appointments

· Activities of Daily Living (ADL)

· Participant illness, need to stay home

· Habilitation and Objective training

· Social interaction 
· Community access and integration
· Employee Background check or training status

· Participant preference for a certain staff

· Special events and holiday participation and coverage

· Incidents involving participants 

· Division training requirements
· Company employee training requirements
2. The Scheduler will develop staff assignments in Excel and save each one with a revision date every time one is developed or revised.

3. Schedules will be posted on the office door of the service location by the Scheduler every two weeks.
4. Each service location schedule will have back-up staff identified, who are on-call and trained regarding the needs and preferences of the participants.
5. Changes to the schedule shall be approved by the Service Location Supervisor and posted on the schedule.
6. Schedules shall be reviewed at least monthly by the Provider’s Program Supervisor to ensure staff assignments are meeting the needs of the participants and staff assigned are trained, showing up on time, and assigned to participants with whom they have a good rapport.

7. The Scheduler will also keep a monthly attendance form for each staff, which includes:  
a. The staff’s  typical schedule
b. Hours scheduled for each Participant
c. Personal Notes
d. Advanced request for days off
e. Dates the staff called off and the reason staff gave for not working
f. Missed mandatory staff meetings, trainings, and No Call/No shows
Actual Shift Coverage Verification

1. Staff shall report to work at the service location at the time scheduled, document his/her time in and out for each shift on the time log in the service location in which s/he works, and complete service documentation for the participant(s) in which s/he works within the time of the shift worked, according to the Provider’s documentation standards.
2. The Service Location Supervisor shall verify on a weekly basis that staff have documented his/her time in and out, documented services provided, and has completed the shift according to provider expectations.

3. The time log shall be submitted to the Scheduler each Monday following the work week, who will keep the log on file.

4. The Service Location Supervisor shall review any staff issues found with the Provider’s Program Supervisor to ensure follow up is completed, the issue is addressed, and staff receive retraining or reassignment as needed.

Staff Calling in Sick/Changes to work schedule/Personal Leave Time

1. Unscheduled absences may gravely impact a participant, family and other employees.  Unscheduled absences from work shall be kept to an absolute minimum.   Staff shall give 24 hour notice to his/her Supervisor, if at all possible.   
2. Staff must call his/her Service Location Supervisor  to report the unscheduled absence. 
a. For participants living in his/her own apartment or with family, staff must also contact the participant to report the absence.
b. If the support to the participant can be rescheduled, notify your supervisor of the change.
c. Help the participant understand the backup plan that shall be used to provide support. 
d. Staff shall provide notice to all supported living participants for whom he/she provides services at least one week in advance of personal time off. 
e. Review the participant’s backup plan with him/her, in case a backup employee is unable to provide services for whatever reason.
f. Family members and other natural supports shall be utilized as appropriate.  
3. In cases of a No Call/No Show, where participants require 24/7 staffing, the staff on duty will notify the Service Location Supervisor and contact the backup staff listed on the schedule.  Staff must remain with the participants until a replacement is able to get to the location and continue providing  services. At no time will staff leave a Participant without coverage if he/she requires 24/7 staffing or the participant’s safety in the supported living environment will be in jeopardy without support onsite.
4. For participants in supported living, who have a staff call off but are safe for the time being, assistance with medical services, grocery shopping, household tasks, and scheduled activities will be arranged according to level of need and staff availability. 

5. If staff does not show up to the service location as scheduled and does not contact the Service Location Supervisor to explain the situation, it is considered a “No Call, No Show” and the staff will be terminated. 
Agreement with Policies

By signing this form, I understand and am bound by the policies and procedures above. 



_ /____________________     _______________       



Staff Printed Name
       Signature


  Date
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