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45. POLICY ON WAKING NIGHT and SLEEP IN RESPONSIBILITES 
 
WAKING NIGHT 
Waking Night covers a period of 11.5 hours per night. In the home the waking night 
operational base is the Hall, Stairs and Landings. One member of the Waking night team may 
be in the office if undertaking J&R Care administration duties. The office door should always 
be left open so that the support is readily available should the other officer need assistance. 

On commencement of duty the shift leader should handover any relevant information. The 
waking night staff should make themselves aware of the current situation by way of reading 
logs and records as appropriate. Any significant incidents or events having occurred may 
influence a child’s behaviour or mood overnight and it is important to familiarise oneself with 
such events. 

In particular if there has been a new admission it is important to introduce yourself and gain 
relevant information. 

The waking night staff must be aware of who is in which bedroom at all times. 

Ø Check at the bedroom doors each thirty minutes, recording observations on the 
Clearcare form for that day. Please note that for administration purposes, the daily 
log sheets start at 7.30am and finish at 7.30am the following morning. Please do not 
start a new log on a waking night shift. The Senior who takes over from you the next 
morning will check all waking night duties have been completed and begin a new 
days log at the same time. If all duties (set by the senior the evening before) has not 
been completed then the waking night officer should stay until this has been 
completed to the satisfaction of the senior taking over. 

Ø Wake the sleep-in staff (if applicable) at least half an hour prior to shift 
commencement time. 

Ø Hand over to staff prior to leaving the premises. 
Ø Complete any task assigned such as domestic/administrative tasks. 
Ø In particular it is important that the house is kept tidy, the kitchen and bathroom 

cleaned and waste bins emptied. 
Ø Floors should be washed  
Ø All washing and ironing should also be completed. 
Ø No hovering should be undertaken at night. 
Ø All staff at J&R Care are responsible for ensuring that all paperwork is completed to 

a satisfactory level and no gaps on forms.	

 

If it becomes necessary to enter a bedroom at night the waking night staff should do this 
together. All incidents should be recorded on Clearcare and passed on to the shift members in 
the morning. 

Waking night staff should answer the telephone as appropriate in the event of calls into the 
home. 
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In the event of an emergency referral into the home, the waking night officer should:	

Ø Take the name and telephone number of the person referring and the Local Authority 
that is referring 	

Ø Take brief details of the referral	

Ø Tell the referrer that you will pass this onto a manager who will call them back 
within 30 minutes.	

Ø Call the Registered Manager with the referral details (if you cannot get hold of the 
Registered Manager, call Jane Parish)	

Waking night staff who are also co key workers should also ensure that tasks are completed, 
as decided by the lead key worker, which will probably be administration duties. 

Waking night staff should ensure they have a full understanding of their duties in the event of 
a fire alarm sounding or the discovery of a fire on the premises.  

SLEEP INS 

As a member of staff undertaking sleep in duties it is important that the following guidance is 
observed. Prior to completing the shift and retiring to bed all paperwork should have been 
completed and filed as necessary. 

All relevant information should have been passed onto the waking night staff. In addition any 
outstanding duties should be made clear to the waking night staff. 

Staff undertaking sleep in duties should retire to the bedroom as soon as possible after the 
shift ends to enable the waking night staff to undertake their duties, as long as the house is 
quiet and the children are in their bedrooms. 

The alarm clock should be set, allowing sufficient time for the staff sleeping in to be able to 
commence their shift at the correct time. 

Sleeping in staff should at no time allow residents to enter the bedroom. 

A telephone call may be made to home prior to retiring to bed and upon waking in the 
morning. 

Sleeping in staff must be aware of the possibility that they may be called upon in an 
emergency to aid the waking night staff.  

	

	

	


