




Add staff name tag to a mailbox slot in the house 

Specialists 
• Who are they at this house?
• What do they do that is different from a Variable DCS?
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Scheduling of Hours-Deputy 
• Enter your unavailability in the app
• Leave requests can be submitted on app
• You can offer shifts or propose swaps on app
• You are responsible for working or covering your week
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Staff Com Log 
• Review what to include and what not to include
• Emphasize the importance of thorough and accurate communication, and how this

will benefit everyone.
• Read it after punching in, and write in it before leaving.
• Not a gripe or complaint log. If you have concerns please speak with the person
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'"-"--..Petty Cash 
• Circle the date, location, and amount on the receipt. Include the staff initials and

the clients' initials if the purchase was for the client.
• DO NOT GO OVER BUDGET without prior approval from your Program

Leader.
• Demonstrate how to make up a receipt using the receipt book.
• Every transaction from petty cash needs to be debited from the Monthly

Budget Ledger.
• Audit the $ ensuring that all receipts and cash is correct.

-� Client Financials
• Explanation of who buys what: what the house pays for, and what clients are

responsible for.
• Audit the money daily to ensure all receipts and cash are correct. }
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