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STAFFING POLICY

The  prov ider re quests a ny sta ff pe rson  who  need s tim e off  to give  as m uch  notice as p oss ible, p refe rably

a minimum of two weeks, when making such a request to the owner. Another staff member will be asked

to fill where needed.  All staff are encouraged to work around time off as much as possible but to stay

within the gu idelines AP D requ ireme nts. 

In the eve nt of a su dden illnes s, staff sh ould first co ntact all con sum ers who  are to be s een that d ay. If

there are urgent matters to be dealt with, such as doctor’s, food stamps, or other appointments which

cannot be changed easily, then the staff person should contact the owner to assist in finding someone

who can take care of the task.

If nec essary, the  owner m ay be u sed  to fulf ill such  obliga tions .  This  shou ld be u sed  as a la st res ort on ly.

Supervisors are responsible for any immediate and minor issues that may come up on a daily basis and

refe r any m ajor is sues to th e owner.  A  back up pr ovide r is ide ntified  to assist in  runn ing the com pany if

required.

I have read and fully understand the Staffing Policy and agree to follow its dictates.

                                                                                                                       

Staff Signature Date


