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SQS 12.4

Caritas Youth and Community Service
Service Quality Standard 12
12.4 Notification Procedure of Change of Staff In-Charge

1. Principles

1.1

1.2

In case of staff change, whether it is planned or happened as emergency, the
affected service users/related parties must be informed one week in advance

or within the shortest, reasonable time.

The staff in-charge should explain to the service users in an objective

manner the reason of staff change and the referral procedures.

2. Procedures

2.1

2.2

Under the following circumstances, the service users will be followed up

by other staff members :

2.1.1  Staff transfer/leave/internal post reorganization

2.1.2  Inaccordance with specific needs of the service users, the service
unit will arrange other appropriate staff to follow up.

When the staff in-charge encounters the above circumstances -

2.2.1  The staff will first consult the service user and discuss with the unit
head/Senior Social Work Supervisor of suitable arrangement.

2.2.2  The staff should explain in details to the service user the possible
effects of staff change.

2.2.3  Ifthe service user refuses the arrangement, the staff should explain
and offer alternative options, such as other organizations in or
outside the district that provides the related service, or a temporary
suspension of receiving the service.

2.2.4  Ifthe service user accepts the arrangement, an internal referral can
be made according to the agreement of both parties.

2.2.5 If the service user refuses the arrangement, and choose to stop
receiving the service, the service unit has to carry out the
procedures of the user leaving the service. (Please refer to SQS

10.)
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