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Who:

Supporting Your Futures team runs a Duty function daily, to support with service delivery in the absence of allocated workers.


The duty team consist of three workers;

· A Duty manager; will meet with the duty team daily and co-ordinate duty tasks after checking MOSIAC and the Care Experienced email inbox.  The Duty manager will also have oversight of any financial, accommodation requests made that day and will provide a handover to the subsequent duty team

· Two Primary duty workers (Personal Advisor); PA 1 is responsible for answering the phone, monitoring the care leaver inbox and answering any duty tasks set by the Duty manager that day. PA 2 is available for additional support, where required 

· A Back Up duty worker (Personal Advisor); Can be based at home, however must be available to be in the office, to cover any absence of the primary PA's, or if additional support is required. 

Planned activities/visits on your own case load are to be avoided by all duty workers unless consulted with your Team Leader and agreed with the Duty manager in advance. 














 














What:
Duty is intended to deal with emergency matters only, in the event that the allocated worker is not available. 
If you want the Duty Team to provide support to your young person on a planned basis, please discuss with your Team Leader, who will review with the Duty manager. Please do not book into the Duty diary yourself or agree tasks with your colleagues without management oversight. 

























What continued:

The primary duty worker should on arrival at the office;

· Forward the duty phone to your work mobile. If you go out on a duty task, please ensure the phone is diverted to your colleague PA 2, or if unavailable Back Up PA . 
· Liaise with the duty manager, to review tasks for the day. 
· Check the CareExperiencedDuty inbox, and monitor throughout the day. Delete emails/tasks as they are completed. 
· When you have contact with a young person or professional;

· First see if their worker is available; if they are available later in the day but not immediately, see if the young person can reasonably wait until they are available. If they cannot you need to risk assess: eg listen to what the concern is, review notes on Mosaic so you are up to date with the most recent developments on the case, and then approach the Duty manager for advice as necessary.

· Record the contact as a case note on the young persons case records, and alert their allocated worker and Team Leader to the incident, by choosing the alert option.

· Once you have recorded the update on the young persons file please remove any relevant email from the CareExpereincedDuty inbox. 


· If issues remain unresolved at the end of the day, ensure to brief the Duty Manager, and send an email to CareExpereincedDuty inbox, with a brief summary and outstanding actions, so it is clear what is to be followed up the next day. 
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