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WEEKEND MANAGER POLICY
Effective Date: *
Policy:  it is the policy of this facility to schedule qualified management staff to be on-site on the weekends at least 6 to 8 hours to extend the administrative oversight, and to address the needs of residents and visitors during nontraditional business hours. This policy does not eliminate the on-call responsibilities of the Administrator and Director of Nursing, but serves to compliment the on-call program.
Policy Specifications:  to assure adequate, on-site administrative supervision is provided to the facility on Saturdays and Sundays and enhance marketing efforts.
Responsibility:  All Department Directors and Administrator 
Standards:  

1. Department Directors and other Administrative staff will, upon the Administrator’s discretion, be assigned to participate in the Weekend Manager Program. Scheduling of weekends will be on a voluntary basis. Any Department Director was not volunteered within a three month period will be assigned a weekend to serve.*

2. The Administrator is responsible to supervise this program including scheduling and review of the Weekend Manager’s Report and findings.

3. The Weekend Manager is responsible to provide on-site presence serving in the role as outlined in this policy during the scheduled weekend. Both Saturday and Sunday will be scheduled, however length of time and each day shall be at the Weekend Manager’s discretion and based on the events or needs requiring management involvement. Weekend Manager will advise Administrator in advance of the anticipated schedule times for the assigned weekend. Hours of coverage will be within the following range:



10:00 A.M. – 6:00 P.M.
4. A sign-in log sheet and report detailing the Weekend Manager’s activities and observations during this week will be submitted to the Administrator on the following Monday morning. Copies will be kept in the Weekend Manager’s Notebook for one month.

5. The Weekend Manager’s Notebook will contain at least the following information and resources:

a. Current census sheets for each nursing unit.
b. Information regarding who is on-call that particular weekend for various departments i.e., Nursing, Administration (including Administrator), Medical Director and Dietary.
c. Current pager lists and home phone numbers of Department Directors.

d. Information relative to new residents.
e. Information relative to special events for the weekend.
f. Brochure/marketing materials.
g. Information regarding any resident issues requiring follow-up or intervention during the weekend. Examples include: residents returning from the hospital, critical illnesses, families in need of support for assistance while visiting, staff vacancies affecting resident care/services.

h. Copy of facility Fire and Disaster Plan including procedures for accidents/incidents, missing residents, and other pertinent emergency procedures.
i. Weekend reports for the past month.
j. Narrative notes from the Administrator, as necessary.

6. The following duties are to be performed at a minimum during the weekend program.

a. Tour the nursing units, at least twice, talking with residents and staff soliciting needs and conversation. Assistance with immediate resolution of problems is expected to situation warrants.

b. Meet with Receptionists upon arrival and upon leaving to report whereabouts and ascertain any concerns or needs from the reception desk.

c. Check with the staff in charge in each area toward to determine if any staffing issues, personnel situations or resident situations require assistance.

d. Conduct walk-in marketing tours, and provide brochures and answer basic questions.

e. Conduct specific tasks as requested by the Administrator, i.e., observations of meal service, environmental rounds, grounds checks, follow-up investigation of incidents, meet with residents for families as requested.

f. Serving the function of Administrator in the event of an emergency - keep Administrator advised to be a telephone and assist staff providing direction on-site until administration arrives.

g. Prepare written report of activities and observations for each day on duty. In the event an event or concern of a significant or serious nature occurs during the weekend, the Weekend Manager will contact the Administrator from the facility as soon as possible.

7. Weekend Manager is to schedule the following Friday off upon completion of a weekend assignment. If it is impossible to take Friday off, the next Monday is to be taken. If unable to take either day off a day must be taken within 2 weeks or arrangements will be made with the Administrator to schedule an appropriate day off to compensate for the weekend assignment.

8. Weekend Manager will be dressed in a professional manner and were named tag at all times. 

* 
If the therapists are facility employees, they are exempt from this program due to direct resident care work assignments (if facility employed).

