
 

 

What is a Duty Manager? 

The main aim of a Duty Manager is to make sure staff and volunteers have easy access to a Manager 7 

days a week. The Duty Manager role ensures carers will always get the best service by managing 

Carers Support day to day services.  

A Duty Manager is there for any queries or concerns when your Manager is not available. 

A Duty Manager monitors your safety when you work alone in a carers home, in the community or 

out of hours in the office and the hospital. 

A Duty Manager is available for 7 days – Monday to Sunday from 8am to 9pm (6pm at weekends).   

How to get the support you need at work 

Check you know who is Duty Manager: an email is sent every Monday morning from the Duty 

Manager; please read.  The Response line rota will always have the name of the Duty Manager clearly 

marked.  

Queries or concerns: Your Manager is the first person who should be able to help you.  Contact the 

Duty Manager if you cannot reach your Manager or the query is urgent and it’s out of office hours. 

Home visits: Text in advance and let the Duty Manager know: 

  *   Carer name and number  

  *   Time of visit and time you will be leaving 

Text again at the end of the visit to let the DM know that it has ended. Please do not email.  

Out of hours: Contact the Duty Manager by phone with any queries or concerns. Let the Duty 

Manager know at the beginning and end of any out of hours work by text. 

Absence from work: Only contact the Duty Manager if your own Manager is not available e.g. on 

holiday or unwell. This needs to be by a phone call. 

IT issues: Look at the FAQs on the Cloud; ask a Super user; contact the IT helpdesk.  Contact the Duty 

Manager if your Manager is not available and the issue is impacting on CSWS work.  

In an emergency: The Duty Manager will do their best to be easy to access but please be aware that 

at times may be travelling or taking another call.  The Duty Manager will always get back to you if you 

leave a text or a voicemail.  Please never email when you need an urgent answer.  In an emergency 

any Manager will be able to help. 

NB. We are not an emergency service and you may have to get support from colleagues around 

you while you are waiting to get hold of a Manager. If the situation in an emergency do not hesitate 

to call 999 straight away if you need to. 

In safeguarding situations please check with a Duty Manager before recording a concern with 

WSCC. 

 

file:///C:/Users/Mary.Hellyer/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/3FOBM99Z/What%20is%20a%20Duty%20Manager.docx
file:///C:/Users/Mary.Hellyer/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/3FOBM99Z/What%20is%20a%20Duty%20Manager.docx

