Tip Sheet – Routines 2


‘Routines’
HOW TO WRITE THEM

Who writes the Routines for carers to follow?
The information in the Routines needs to come from the staff who know the person and their support needs.  Between them, carers will generally know what works and what doesn’t work for the person.  But there are many different ways this information can be collected.  Some methods are:

· one carer writes the Routines and the rest of the staff give suggestions for improvement

· several carers document exactly what they do during their shifts, the Supervisor puts it all together in a typed Routines format and all carers discuss at a staff meeting
· all carers discuss and develop Routines during a series of staff meetings with the Supervisor taking notes and then turning these into a typed set of Routines
Why doesn’t the Supervisor write the Routines?
A Supervisor who sees the person once a week or once a fortnight will not have the information needed to write a useful Routine.  But the Supervisor might give carers free time to write the Routine, or might take handwritten information and transfer it into a clear typewritten document.

What should written Routines include?
Routines should:

· indicate what carers need to do to maintain the person’s quality of life

· identify what each carer needs to do on each shift

· let carers know what they need to do to be consistent in providing support to the person

· increase the person’s opportunities to learn new skills and develop independence

· make sure the person continues to use the skills they already have
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