Minimum Shift Responsibilities Y
Stored personal items (phones, bags, jewellery) in locker?
N

Y

Clock into Deputy on arrival?Read new updates on 
1) Risk Assessments 2) Behaviour Plan  3) Care plan 4) Incidents on CC?
Log into Deputy on Ipad or sign in on PC 

Log out of Deputy on Ipad or sign out on PC

Have you responded to all emails requiring acknowledgement or action? ?items
Communicate and “confirm” any messages sent on Deputy in between shifts
N
N
Clock Out on Deputy
Discuss any issues, raise with your superior if unresolved or fill shift reflection form 
Recorded on all forms required for my actions and observations 
Checked & understood responsibilities with the shift leader?
Check emails (house and user) ?
Yçç
Yçç
Yçç
Yçç
I am happy with what I have achieved at work.
Check Shift leader is satisfied with duties set for me?
N
N
Use CC Forms to log in and detail all your work and actions during shift.
N
Check and familiarise yourself with plan for the shift.
Ensure you are ready to take on tasks & highlight when duties are completed or explain issue on SL.
N
N
N
Yçç
Check & Respond to teams messages, emails or tasks. 
Yçç
End of day
Yçç
Yçç
Check emails for updates and plan to action any outstanding action items.
…
Check dates absent and catch up on missed information.
Store items in locker & ensure its secured with lock key.

