Supervision and Staffing Ratio/Scheduling 
Purpose:
The intent of the following policy is to ensure that an adequate number of staff is scheduled to supervise youth as well as to provide for the safety of the public, and the youth and staff in the program.

Policy:
Program staff included in the staff-to-youth ratio includes staff that are background screened and properly trained youth care workers, Supervisors and Counseling staff. Staffing ratios in temporary shelter environment must meet the requirements of the contract and licensing through DCF, Chapter 409, F. S. and related rules and procedures. The residential programs must maintain the minimum following staffing ratio:

· 1 staff to 6 youth during awake hours and community activities

· 1 staff to 12 youth during the sleep period 

· A minimum of two staff on schedule at all times, 1 male staff and 1 female staff scheduled is preferred, but not required.
· Volunteers and interns may not be used in calculating staffing ratios
· The staff schedule is provided to staff or posted in a place visible to staff.

· There is a holdover or overtime rotation roster which includes the telephone numbers of staff who may be accessed when additional coverage is needed. 

· Staff observe youth at least every 15 minutes while they are in their sleeping room, either during the sleep period or at other times, such as during illness or room restriction. (This does not supersede requirements for constant supervision of youth at risk of suicide or short room-check times when authorized by treatment staff or management. Times are documented in real time.) If they must enter the room to do so because they cannot see the youth, the second staff on duty must stand in the hall to observe staff going in the youth’s room for the safety of both the youth and staff.  
Process and/or Procedure: 

The Regional Director/Designee are responsible for scheduling and assuring all coverage requirements are in accordance with the Department of Juvenile Justice Quality Assurance Standards and Florida Administrative Code Chapter 65C-14.  Requests for days off, switching shifts, etc., should be directed to the Regional Director/ Designee on a Leave Request Form.

Full and part-time staff is typically assigned to a regular 40-hour, 20-hour, 15-hour or 10-hour workweeks.  Schedules are subject to change by the Regional Director, Residential Supervisor, or designee.

Staff is expected to cooperate in the event of rescheduling due to unforeseen circumstances, i.e., absence of other staff members, illness, etc. In addition staff currently on duty is expected to remain until replacement staff have arrived and ensure that the incoming staff is appropriately oriented to the present circumstances before the current staff is relieved from duty.
If a staff member is unable to report to their scheduled shift due to any reason, the following procedures should occur:

1. If the employee works the day shift he/she will give at least 10 hours notice.

2. If the employee works the evening shift he/she will give at least 8 hours notice.

3. If the employee works the over night shift, he/she will give at least 12 hours notice.

4. The employee must speak to the Shift Leader or Supervisor who is responsible for making arrangements for coverage.

5. The Shift Leader or designee should use the staff roster to call off-duty employees to provide the needed coverage prioritizing support and part time staff first to avoid the need to pay full time employees at an overtime rate.

A shift leader is assigned by the Regional Director or Residential Supervisor for each shift, 24 hours per day, and 7 days per week. Probationary employees should only be assigned as shift leaders as a last resort.  It is the shift leader’s duty to ensure smooth, consistent continuation of services from the previous shift.

The Shift Leader is responsible for:

· Assisting in training new staff and/or volunteers on the shift
· Identifying and reporting to the supervisor any additional training needs of new staff and/or volunteers
· Ensuring that all medications that are controlled substances are counted at the beginning of each shift and documented on the appropriate medication Inventory Sheet
· Ensuring compliance with rules and structure during shift
· Ensuring the appropriate type of supervision of participants is maintained
· Ensuring Incident Reports are written and reporting procedures are followed
· Determining appropriateness for services on any referral made during shift
· Delegating work load to shift partners to ensure completion
· Coordinating coverage for recreation and leisure activities
· Passing on necessary assignments for completion to next shift leader
· Seeking additional consultation through the chain of command when necessary
· Checking and signing off on each intake and disposition occurring on shift

· Reviewing the shift log for accuracy and completeness of documentation of the shift events

The Regional Director in consultation with the Residential Supervisor is responsible for the general supervision of all Interface Staff and will determine the structure for supervision of daily operations and clinical staff.

The Residential Counselors are responsible for consultation and supervision of the Youth Care Workers in regards to clinical operations.

The House Manager/Senior Youth Care Worker/Designee is responsible for oversight of the facility and other non-clinical issues as assigned by the Regional Director.
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