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Policy
Family First Homecare makes sure all employees are awake, alert, and doing their job during their shift, especially at night. When clients or their family members are not awake or present during the night, it can be harder to confirm that employees are working. To address this, Family First Homecare uses “check-in” methods to monitor night shift workers and ensure they are following the Client Service Agreement.

Procedure
1. Clocking In and Out
· Employees must clock in and out using the telephony system or EVV system.
· This system verifies that the employee is at the client’s home and tracks payroll for the beginning and end of each shift.

2. Night Shift Spot-Check Activities
For employees working overnight (after 10 p.m. until early morning), the following checks will be done. These may be assigned by a supervisor or done randomly:
A. Supervisor Phone Spot Checks: The supervisor may call the employee at random times, like 2:00 a.m.
B. Onsite Visits: The supervisor may visit the client’s home randomly, like at 4:00 a.m.
C. Phone Verification Calls: The supervisor may call the client’s home to confirm the employee’s presence.
D. Employee Check-In Calls:
· Employees must call the office voicemail or a supervisor using their cell phone at regular intervals, like every 30 minutes.
· These calls are recorded and tracked using the agency’s telephony system to ensure:
· The employee is awake.
· The employee is at the client’s home.
· The client is safe.
· This provides proof that the employee is performing their duties.

3. Determining Spot-Check Methods
· The Administrator will decide the best spot-check methods based on the client’s needs and the employee’s assignment.
· 

4. Explaining Check-In Requirements
· All night shift employees will have the check-in requirements and spot-check process explained to them during their onboarding and training.
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