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Policy
Family First Homecare is committed to ensuring that client care is never disrupted due to unforeseen employee absences. To maintain seamless service, a robust backup staffing system is in place to address last-minute scheduling challenges. This policy outlines the procedures for assigning backup staff and ensuring clients continue to receive the highest standard of care.

Procedure
1. Maintaining a Backup Staff Pool
· The Administrator will maintain a list of employees designated as backup staff.
· Backup staff must be: 
· Fully trained in Family First Homecare procedures.
· Familiar with the client care requirements.
· Available on short notice to cover shifts.
· Backup staff may include: 
· Part-time employees.
· Employees on standby.
· Contracted or temporary care providers.

2. Backup Staffing Activation
· Backup staffing will be activated in the following scenarios: 
· Employee absence due to illness, emergency, or other unforeseen events.
· Short notice call-offs.
· Gaps in the schedule identified during routine planning.
· Supervisors or schedulers must notify backup staff immediately upon identifying a need.

3. Notification Procedures
· Primary Care Staff Notification: 
· If an employee is unable to work, they must notify their supervisor at least 2 hours before the shift whenever possible.
· Backup Staff Notification: 
· Supervisors will contact the first available backup staff member.
· If no backup staff are available, supervisors must escalate to the Administrator for additional options.

4. Assignment Guidelines
· Backup staff assignments will be made based on: 
· Proximity to the client’s location.
· Familiarity with the client’s care plan.
· Availability and qualifications.
· All backup staff will be provided with the necessary details, including: 
· Client care plan.
· Any specific instructions for the shift.
· Contact information for the client or family, if applicable.

5. Client Notification
· Clients or their families will be informed of backup staffing as soon as possible.
· Communication will include: 
· The reason for the staffing change.
· Assurance of continued high-quality care.
· Contact details for concerns or inquiries.

6. Post-Shift Reporting
· Backup staff must complete all documentation related to the shift.
· Any issues or concerns identified during the shift must be reported to the supervisor immediately.

7. Ongoing Training
· All backup staff will participate in periodic training to stay updated on company policies, client care procedures, and emergency protocols.
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