ROSTERING CAPABILITY FRAMEWORK

Kpdowreed to dupport yoew to
MANAGE
ROSTER REQUESTS AND
SHIFT SWAPS

The ‘Locating Rostering Resources’ tip sheet provides step by

step instructions to access these resources!

ONLINE MODULES

Go to MyHealth Learning and search “rcf’
Complete the following modules:

¢ Manage Roster Requests

*  Manage Shift Swaps.

ROSTERING RESOURCE MANUAL OR
YOUR HEALTH AGENCY'S GUIDELINES

Read the Roster Request Management guidelines.
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ROSTERING BEST PRACTICE — RESOURCES AND LINKS
Refer to the Pay Cycle Date Matrices for the relevant time period.
Refer to the Sample Roster Requests form.

Refer to the Sample Shift Swap form.
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INDUSTRIAL AWARDS

Access the relevant industrial award your staff are covered by to
ensure the roster request can be approved whilst complying with
the relevant award a staff member is covered by, for example
consider:

*  Minimum breaks between shifts

* Consecutive rostered days off

e Duration of shifts.

SKILL MIX

Refer to records of staff skills to ensure an appropriate skill mix if
the roster request was approved.

O

MANAGER SUPPORT

Speak to your Manager to confirm the process for Roster Requests
in your Health Agency.

HEALTHROSTER SUPPORT MATERIALS

Access section 16.5 of the Roster Creation Management User
Guide for instructions on how to swap duties. Select Ctrl+F and
search for ‘request’ or ‘swap’ to locate information throughout the
document.

ROSTERING INFORMATION FOR STAFF BOOKLET

Read the information relating to Roster Requests and Shift Swaps
and ensure staff are aware of the information provided.
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www.health.nsw.gov.au/rostering >y


http://www.health.nsw.gov.au/Rostering/Documents/locating-rostering-resources.pdf

