This Staff Contingency Plan for Absences aims

to ensure the smooth operation of Statewide
Commercial Solutions by providing guidelines and
procedures to manage absences of staff members.

This plan is designed

to minimise disruptions
to our services and
maintain high standards
of customer satisfaction
even in the absence of
key personnel.

STAFF CONTINGENCY PLAN
FOR ABSENCES
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COMMUNICATION
PROTOCOL

All staff members are required to notify their
direct supervisors as soon as possible in case
of an absence due to illness, emergency,
or any other unforeseen circumstances.

Supervisors must immediately inform the
Operations Manager or designated backup
personnel about the absence.

BACKUP PERSONNEL

*  Maintain a list of qualified backup personnel who
can fill in for absent employees in both cleaning
and security departments.

*  Ensure backup personnel are adequately trained
and familiar with their roles and responsibilities.

e Designate specific backup personnel for critical
positions to ensure essential functions are covered.

CROSS-TRAINING

* Implement a cross-training program to equip
employees with skills necessary to perform
duties outside their primary roles.

e Cross-train employees in both cleaning and
security tasks to enhance flexibility in staffing
arrangements during absences.
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SHIFT SCHEDULING

Develop a flexible shift scheduling system
that allows for easy adjustment in case
of unexpected absences.

Maintain a pool of part-time or casual
staff members who can be called in to
cover shifts on short notice.

PRIORITISATION
OF TASKS

Identify critical tasks and areas that
require immediate attention in the
absence of key personnel.

Prioritise tasks based on urgency and
importance to ensure essential services
are not compromised.

REGULAR STAFF
MEETINGS

Conduct regular staff meetings to reinforce
the importance of adhering to the absence

notification protocol.

Provide updates on the contingency plan
and address any concerns or questions
raised by staff members.

MONITORING AND
EVALUATION

Monitor the effectiveness of the contingency

plan in managing staff absences.

Conduct periodic reviews and make
necessary adjustments to improve the
efficiency of the plan.
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EMPLOYEE ASSISTANCE

e Offer an employee assistance to provide support and resources
to staff members dealing with personal or health-related issues
that may lead to absences.

e Encourage employees to utilise assistance with managing stress,
maintaining work-life balance, and addressing any underlying
issues affecting attendance.

COMPLIANCE WITH
EMPLOYMENT REGULATIONS

*  Ensure compliance with all relevant employment regulations,
including those related to sick leave entitlements and
workplace safety.

*  Keep abreast of any updates or changes to employment
laws and adjust the contingency plan accordingly.

COMMUNICATION WITH CLIENTS

e Communicate transparently with clients about any staffing
changes or absences that may affect service delivery.

*  Assure clients of our commitment to maintaining service
quality and address any concerns promptly.

DOCUMENTATION

Maintain detailed records of staff absences, including reasons
for absence, actions taken to manage the situation, and any
follow-up actions.

REVIEW AND UPDATE

Regularly review and update the Staff Contingency Plan for Absences
to reflect changes in staffing arrangements, operational requirements,
or external factors affecting the business environment.
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