STANDARD OPERATING PROCEDURE   |   Safe Staffing Levels & Rota
Standard Operating Procedure
Safe Staffing Levels and Rota Planning
	SOP Reference
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	Risk Level
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1. Purpose
To ensure the home always has enough suitably skilled staff on duty to meet residents' assessed needs safely, at all times of day and night. Safe staffing is a legal requirement and the foundation of safe care.
2. When this procedure applies (the trigger)
1. Planning the rota for each upcoming period.
1. Daily check that the shift is safely staffed.
1. Changes in resident numbers or dependency (admissions, deterioration).
3. What to do — step by step
1. Determine the required staffing for each shift based on resident numbers, assessed dependency/needs, and the layout of the home. Use the home's dependency tool where available.
1. Plan the rota in advance ensuring the right numbers AND the right skill mix (e.g. nurse/senior on each shift, trained medicines staff, first aider).
1. Publish the rota so staff know their shifts ahead of time.
1. Each shift, the person in charge confirms the shift is safely staffed before it starts.
1. If staffing falls below safe levels, follow the emergency cover SOP (STA-02) immediately.
1. Record actual staffing each shift (planned vs actual) so shortfalls are visible and can be evidenced.
1. Review staffing regularly against changing needs and adjust.
4. Do and Don't summary
	✓ WHAT YOU SHOULD DO
1. Base staffing on resident numbers AND dependency
1. Ensure the right skill mix on every shift
1. Confirm safe staffing before each shift starts
1. Record planned vs actual staffing
1. Escalate and backfill shortfalls immediately
	✗ WHAT YOU SHOULD NOT DO
1. Do NOT run a shift below safe levels without escalating
1. Do NOT count untrained staff toward skilled roles
1. Do NOT leave the home without a competent person in charge
1. Do NOT ignore rising dependency when planning
1. Do NOT hide or under-record shortfalls



5. Who to contact
	Manager / deputy
	Name: Andrea Tomkins   Tel: 01704 564801 / 07912 939719

	On-call manager
	Tel: 01704 564801 / 07912 939719

	Approved staffing agency
	Name: ______________   Tel: ______________



6. Recording
Where to record this: use the Home Dependency Tool (in Forms & Logs / Staffing) to score residents' needs and evidence safe staffing levels.
Keep rotas and planned-vs-actual staffing records. CQC expects providers to show how staffing levels are determined and that they are consistently met.
7. Related procedures
1. Emergency cover SOP (STA-02)
1. Training matrix SOP (STA-05)
8. Manager review checklist
Confirm: the dependency/staffing method is documented; minimum numbers/skill mix per shift are defined; on-call and agency contacts are filled in. Complete header boxes and mark 'Done'.
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