CREATE AND CHECK A
ROSTER
©iva for Krater MHanagera
Have you created a roster and want to ensure it is accurate so it can be

published for staff to view?
Here are a few tips to get you started.

APPLY THE ROSTER TEMPLATE CHECK APPROVED LEAVE IS
AND CREATE ROSTER RECORDED
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Apply the template from the Check all approved leave has been
(o] L=TYelTaa ol Ao M [N T I =Tl oIIg eI MM entered in the roster and ensure there are
Enter all approved leave and allocate sufficient staff on leave to meet FTE

shifts applying the rostering targets.
principles.

CHECK FAIR & EQUITABLE CHECK SKILL MIX IS APPROPRIATE
DISTRIBUTION OF SHIFTS
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Review the roster to ensure staff have Check the required number of staff
a mix of day, evening, night and with the appropriate skills have been
weekend shifts. Check these are allocated to each shift. Ensure anyone
distributed fairly and equitably. requiring supervision has been

rostered with their supervisor.

CHECK VIOLATION ERRORS CHECK ALL SHIFTS ALLOCATED

Review any violation errors and Ensure all shifts have been allocated.
determine how to address. Where a shift is not required to
maintain service delivery, cancel the
demand in HealthRoster.

CHECK FATIGUE IS MITIGATED PARTIALLY APPROVE & ADVISE
22 SECONDARY APPROVER
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Check each staff member’s roster to Once all checks are completed and issues
ensure they have sufficient break betweenEIREHCINE METRET AT oToJfol R [N eI (=8
shifts and they are not exceeding the check the Roster Analyser and notify the

maximum number of consecutive shifts e EIRA eI IfV IR SN (oS (MY (= e\ A Te)
and late/early swaps. be published.

http://www.health.nsw.gov.au/Rostering



