
f you have a rostered shift that is cancelled by the client, you must write this on your timesheet under
the cancellation section.

Please ensure that you circle the amount of notice that was given. There are 3 notice periods to choose
from. 24+ Hours
2-24 Hours
0-2 Hours

For shifts cancelled with more than 24 hours’ notice you will not receive any allowances.

For shifts cancelled with more than 2 hours from the start of shift but less than 24 hours, SHS will pay
you 2 hours for that shift.

For shifts cancelled with less than 2 hours from the start time, SHS will pay you for the full shift.

If you are allocated a replacement shift, you will only be reimbursed for the replacement shift and not
foro the original cancelled shift. You cannot claim both shifts. 

Please note that legally Sunshine Home Support does not have to pay you for a cancelled shift, therefore
if timesheets and case notes are not provided by the weekly cut off time, cancelled shifts regardless of
notice given will not be paid.

For cancelled shifts that are not replaced, you are expected to submit a Disability Directory contribution
for each hour that you will be paid. 

If you are not well and need to call in sick for a shift, please provide 24 hours’ notice. If you are unable to
provide 24hours’ notice you will be required to provide a doctor’s certificate.

Please complete and sign the below section to acknowledge you have read 

and understand the above policy. I ___________________________, understand and accept the above shift
cancellation policy.

Signature ________________________ Date ________________________

Shift Cancellation Procedure
Effective June 2021

83 Shelford Dr, Delaney Creek Qld 4514 0478
365 098 www.sunshinehomesupprt.com

admin@sunshinehomesupport.com
 

ABN: 94 360 268 283 
NDIS: 405 000 489 40


