STANDARD OPERATING PROCEDURE   |   Emergency Cover for Sickness/Absence
Standard Operating Procedure
Emergency Staff Cover (Sickness and Absence)
	SOP Reference
	STA-02

	Category
	Staffing

	Risk Level
	CRITICAL

	Applies to
	Shift leads / deputy / manager

	Version
	1.0 (DRAFT for manager review)

	Date created
	June 2026

	Review date
	June 2027 (review at least annually)

	Owner / approver
	Andrea Tomkins (Registered Manager)



1. Purpose
To make sure that when a staff member calls in sick or fails to arrive, the gap is filled quickly and safely so the home never drops below safe staffing levels.
2. When this procedure applies (the trigger)
1. A staff member calls in sick or is absent at short notice.
1. A no-show at shift start.
1. A staff member has to leave mid-shift.
3. What to do — step by step
1. Confirm the gap: which shift, which role/skill is missing, and whether the shift is now below safe staffing.
1. Try to fill internally first: contact bank/part-time staff or staff willing to extend/swap, following working-time and rest rules.
1. If unfilled, contact the approved staffing agency. Use only agencies that provide checked, trained staff with valid DBS.
1. If still unfilled, the person in charge escalates to the on-call manager / provider who decides on contingency (redeploy, manager covers, restrict admissions, etc.).
1. Brief and induct any agency/temporary worker on arrival (layout, residents' needs, fire procedure, where things are).
1. Record the absence, how it was covered, and any period the home was below planned levels.
4. Do and Don't summary
	✓ WHAT YOU SHOULD DO
1. Confirm the staffing gap and skill needed quickly
1. Fill internally first, then approved agency
1. Use only checked, trained, DBS-cleared cover
1. Induct agency/temp staff on arrival
1. Escalate to on-call if you can't fill safely
	✗ WHAT YOU SHOULD NOT DO
1. Do NOT leave a shift unsafe and 'hope it's fine'
1. Do NOT use unvetted staff to fill gaps
1. Do NOT breach working-time/rest rules to cover
1. Do NOT let agency staff work without an induction
1. Do NOT fail to record the shortfall



5. Who to contact
	On-call manager
	Tel: 01704 564801 / 07912 939719

	Bank / flexible staff list
	See staff contact list

	Approved agency 1
	Name: ______________   Tel: ______________

	Approved agency 2
	Name: ______________   Tel: ______________



6. Recording
Log every absence and how it was covered. Patterns of absence or repeated shortfalls must be reviewed (HR and staffing).
7. Related procedures
1. Safe staffing SOP (STA-01)
1. Agency induction / staff induction SOP (STA-06)
8. Manager review checklist
Confirm: bank staff list exists; approved agencies and on-call numbers are filled in; an agency induction checklist exists. Complete header boxes and mark 'Done'.
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