SHIFT COORDINATOR RESPONSIBILTIES:

Finances:

· All cash and Petty Cash Vouchers are counted as cash 

· Record amount of Petty Cash on Petty Cash Accountability sheet

· Oversee dispersal of Petty Cash

· Balance Petty Cash (with documentation and receipts for cash spent)

· Record Number of taxi vouchers

· Ensure Petty Cash box and location of box are locked at all times

· Notify appropriate staff for replenishment of Petty Cash

· Count tokens and record amount on Shift Change form

· Start new Token Sheet if necessary

Security:

· Account for and delegate use of walkie-talkies, monitor cameras
· Ensure all keys are accounted for and documented on Shift Change form
· In conjunction with all team members, monitor and maintain a calm and safe atmosphere for both staff and youth

· Implement Fire Safety Plan when necessary

· Maintain adequate staffing and when necessary, call in Per Diem replacements and document on the Master Schedule

Shift Change:
· Document summary of shift (incidents, interactions, activities), number of staff and maintenance issues

· Indicate new arrivals to and discharge from the program

· Adjust Census accordingly; update SMIS
· Review daily SMIS bed log with AM TL
· Document priority issues for incoming shift (specific activities, behaviours to monitor)

· Facilitate for Shift Change meeting

General Responsibilities: 

· Responsible for direct implementation of Covenant House philosophy and Policies & Procedures

· Ensure all pertinent and necessary information is passed on to the next shift

· Ensure the smooth running of the program and clean appearance of the physical facilities at all times
· Maintain office environment and supplies
· Liaise with internal departments, outside agencies and the community

· Monitor case plan as implemented at CMT

· Ensure all case plan documentation is completed on shift (PDNs, incident reports, CMT notes, etc.)

· Consult with on call person when situation warrants
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