
 
 

 

STAFF AVAILABILITY POLICY 

 

The Employees of Excellent Care Ltd are subject to providing their availability 3 times in 

every month. The availability should be produced to us 7 days before they start to work, 

unless otherwise specifically agreed. 

 

For example: 

 

 On the 1
st
 of a month, employees must send their availability from 1

st
 to 15

th
 of that 

month. On the 8
th
 of the month, staff should send their availability from 16

th
 to 22

nd
 of the 

concerned month. On the 15th of that month, staff must provide their availability from 

the 23
rd

 to the 29
th
; and on 22

nd
 of the month staff should submit their availability from 

30
th
 till 5

th
 of the following month and so on. The whole process continues as a repeated 

process in this sequence. 

 

 So, employees of Excellent Care Ltd should adhere to this availability policy and strictly 

show compliance to the policy. Once the availability is provided by the employee, it 

should be strictly followed by them and there should not be any change in it. 

 

 The login portal and credentials will be given to all employees for manually updating 

their availability which cannot be changed by them further. 

 

 As the care homes and nursing homes are providing us with 15 days requirements in 

advance, we will be allocating the available staff immediately. 

 

 When the shift is allocated, the names will be rolled out to care homes with the staff 

profiles. So, if there are any last minute changes such as health issues, illness or other 

emergencies, the employee has to provide a written explanation to Excellent Care Ltd, 

within 7 days from the incident date. The reason of the absence should be reasonable and 

acceptable. Evidence for the reason behind absence can be demanded by Excellent Care 

Ltd if necessary. As mentioned in Excellent Care Ltd.’s terms of employment- an 

administration fee will be charged from those employees who fail to submit a reasonable 

explanation if they had last minute changes to their availability. 

 

 



 
 

 

 It is the responsibility of the employees to check their shifts allocated including the home 

name and shift timings. 

 

 Company will be sending reminder messages for their next day shift to 

all employees. These messages must be treated as reminders only and you must check 

with the office if you haven’t been allocated a shift or if you have any query with any of 

the changes made. 

 

 If the employees find they have extra availability, they will have an option to submit their 

extra availability to the office, so that such employees will be allocated with the 

additional or last minute requests from the care homes & nursing homes. 

 

 The staffs of Excellent Care Ltd are subject to confirm their shift availability from the 

organisation software using their appropriate login credentials by 8pm. If there are any 

shifts cancellations or other issues from the company’s end, it will be informed with 

appropriate notice. Any deviations from the policy with respect to 

cancellation/availability change in the last minute will have to face administration charges 

or penalties which will be levied from the staff from their immediate payments due. 

 

If you require any further clarification, please feel free to contact the office on 

01883338444 or visit the office with a prior appointment between Mondays and Fridays 

(from 10am to 5pm). 

 

Kind Regards, 

          

Management  

Excellent Care Ltd. 

 

DECLARATION BY THE EMPLOYEE 

 

I, ___________________________________________, understand the information provided 

above, and I agree with all the terms of Excellent Care Ltd.’s staff availability policy. 

 

Employee Name :  ........................................................ 

 

Employee Signature :  ........................................................ 

 

Date   :  ........................................................ 


