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	Advance Housing & Support GMT On-Call Report

	Part One

On-Call

Director to Complete
	Date:
	

	
	Director’s name:
	

	
	Time of call:
	

	
	Name of Caller:

In what capacity are they phoning – staff, friend etc
	

	
	Telephone number of caller:
	

	
	Customer Name:
	

	
	Location address:

Full Address incl. Town & County
	

	
	Who notified:

Include date & times
	

	
	Details of incident:

If staff phoning in sick ask who their manager is and who they are due to support
	

	
	Actions taken / Advice Given
	

	
	
	

	Part Two

Manager to Complete
	Actions taken since alert received:
	

	
	Further actions required?
	

	
	Incident form required?
	Yes / No

	
	Date on-call issue closed:
	


1. Handle the call
2. Record the details of the call on part one of the above On-Call record form
3. Title the document with the date of the call and the caller/customer initials:
For example: FZ - 20.07.18 

4. Save the document into the following folder: P:\NCHA Users Save Folder
5. Send a notification email to oncall@advanceuk.org and copy in relevant Service Manager and Area manager.  In the email Subject box enter the file name as set above:  FZ – 20.07.18
Please note: no forms should be sent by email and only stored initially in P:\NCHA Users Save Folder and once completed Administrators will move the forms and store in P:\CONFIDENTIAL - On-Call Incidents.   This is to ensure we comply with GDPR requirements.
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