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Roster Review Checklist
Allocate Optima

	Shifts (Rostering Admin > Shifts, Patterns & Rules > Select unit)
These are the duties that are required to fulfil the needs of the service.
Consider the below:

	· Is the shift still needed?
· Is this a recognised core shift, or due to personal preference?
	

	· Are the times of the shift accurate?
· Review tick boxes against the shift, are these all still applicable/do new ticks need to be added?
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· Review that OC/Sleep In shifts (where applicable) only have rest time applied to them
	

	Rules
These are the rules in HealthRoster which will apply when creating a roster using the auto roster and will apply to manually assigned shifts also. Remember you want the rules to flag the exception rather than the rule.
Review the Duty, Unavailability and Global rules.
Consider the below:

	For Duty rules:
· Is the rule still applicable?
· Does the rule need to be amended to reflect a change in situation?
Do you have enough rules around - 
· Max of certain shift in a reference period
· Invalid combinations of shifts
Do any of the unit rules override a global rule?
Do the rules contradict any of the global, personal or shared patterns (where applicable)?
	

	For Unavailability rules:
· Do you have a max amount of staff off on AL rule?
· Do you have a max amount of staff off on Study leave rule?
· Are the above rules set for Registered/Unregistered staff?
Are the above rule limits, particularly AL, allowing an even enough spread of AL throughout the year?
	

	For Global rules:
· Are global rules set up in line with organisational policies?
Have the parameters been reviewed since set up/most recent upgrade?
	

	Patterns
Review the Personal, Shared, Demand (if applicable) and Global patterns attached to the unit
Consider the below:

	For Personal patterns:
· Does that employee still work on the unit?
· Has the employees flexible working requirements been reviewed in line with organisation policy?
· Could their pattern be accommodated via rules or requests rather than a fixed personal pattern?
· Could this be controlled via their personal contract restrictions? i.e. times of the day they can work/days of the week they can work.
For Monday – Friday core hour areas, i.e. A&C, would web timesheets be more appropriate rather than patterns?
	

	For Shared patterns:
· Do the employees attached to the shared pattern still work on the unit?
Is there still a need for them to be rotating around the pattern or could this be managed via rules?
	

	For Global patterns (these are set as ‘nice’ sequences of shifts to work, the auto roster cycles through these when laying down shifts)
· Are the global patterns set contradictory to the rules of the unit?
· Have you reviewed auto roster output to see global patterns contribution? (hover over roster bar after the last auto roster pass)
Do the global patterns have the right shift information attached?
	

	· Do all the staff attached to the unit have the correct contracted hours?
· Are the contract restrictions, if altered, still applicable for rostering?
Are skills, if applicable, all up to date?
	

	Auto Roster Settings (User Accounts – Auto Roster Settings – Click Find)
These settings control how and in what order the auto roster runs and lays down shifts. Ideally you would have global settings for all, with specific favourites only set up for specialist areas where applicable.
Consider the below:

	· Are the stages of the auto roster still in the right order for the unit/organisation? i.e. personal & shared patterns, nights, all and then DO
· Within each of the stages are settings for each auto roster pass still appropriate for the unit/organisation?
· Review who has access to auto roster, do they still need this level of access?
Is there anyone with a specific auto roster favourite? If so review if this is still needed
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	Chicago 
RLDatix Head Office
311 South Wacker Drive,
Suite 4900
Chicago, Illinois United States
60606
Tel. +1 312 505-9301


	Toronto
1 Yonge Street
Suite 2300
Toronto, Ontario, Canada
M5E 1E5
Tel. +1 416 410-8456

	Melbourne
Suite 4, Level 4
441 St Kilda Road
Melbourne VIC 3004
Tel. +61 (0)3 9534 4477

	Richmond
European Head office
1 Church Road
Richmond, Greater London
TW9 2QE 
UK 
Tel. +44 (0)20 7355 5555
	Stockholm 	
Box 30077 
104 25 Stockholm 
Visiting address: 
Sankt Eriksgatan 46
112 34 Stockholm
Tel. +46 (0)8 50551800
	Frankfurt 

Taunusanlage 8
60329 Frankfurt Am Main
Germany
Tel. +49 (0)69 247411440

	Riyhad
7487 Khalid Ibn Al Walid
Qurtubah, Riyadh
Riyadh 13245 2218
Kingdom of Saudi Arabia.
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