HealthRoster — Assign Temp Staff

How to video: https://vimeo.com/460677199/18a70ea01d
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Navigate to the roster and select Unfilled Duties toview the unfilled duties that have been sent
to Bank or Agency.
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Select the duty to be filled.
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Double click/tap the duty to open the duty panel. Select Find Person.
Duty e
Early (E) ‘if Find Person

Orthopaedics Ward
#+) Reset To Unit Fulfilment

@ 1.RNinCharge
More

(@) 07:30-15:30 - 7hrs 30mins Rest 11:15 - 30mins >
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Alternatively, right click on the duty and select Find Person.

Find Person

Reset To Unit Fulfilment

Edit Bank Requirements

Add to Block

Send To Agency

Change In Charge
Status

Cancel Duty
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The Find Person panel will open, and two modes of searchingis available.

1) Find person, to run a search for find a matching person

2) Search, to assign someone you already know you want to assign the duty to

Find Person [x]
ﬂ Reso... Activi... Activi Shift Intere... Start End Valid Date Locat... Opt. Grade Requi... Block 1D
A Bank - - E - 07:30 15:30 17/08/2020 RN, Management

seaen
0 Records m

Workers @ Temp O Subs Include People

Structure Unit*  ASW Trust v [ onrestshifts [] 1gnoring gender

Roster Unit * Bank ~ D on optional duties D Ignore Staff Unit Prefs
D Check rules D on replaceable activity D Without required skills
D Awailable only D on different grades D Without req. specialty

[ currently assigned [[] interested Only
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The Find Person function as highlighted below can be used to do a general search for staff that meet the criteria for

the shift.
e Use the Available Only tick-box so that only those staff who are free to cover the shift will be returned.
e Using the Check Rulestick-box will also ensure that only those staff who are compliant will be returned.

Find Person

Find Person ORecords [l c

Workers @ Temp O Subs Include People
Structure Unit = ASW Trust ~ D on rest shifts Ignoring gender
Roster Unit * Bank W on optional duties Ignore Staff Unit Prefs

[[] check rules on replaceable activity Without required skills

[} Available only on different grades Withaout req. specialty

Oo000o
00000

currently assigned Interested Only
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If you know who you want to assign the duty to, select the Search paneland enter the specific Select the person record and in the person panel, there will be the option to Assign Candidate.
Person Search Criteria and select the Findicon * Assign Candidate Confirmed will directly book the staff member onto the shift.

* Assign Candidate Unconfirmed will provisionally book them into the shift, subjectto a further confirmation action.

Find Person Posting °
Search Ui m C Myles Amato Bank Yes v&. Assign Candidate Confirmed
i el Band 6 RN Unit TR Ward
Unit * Bank ~ c;.e;o,yae Any ~ 2 Assign Candidate Unconfirmed
I I Staff No 70DF2C3714833
Surname amato Grade Type Any bt .
From Manual :  More

Forenames Grade Any ~

stafthio Speciaky o = I Candidate Details No Warnings

Skill wen . )

Q Overlapping Assignments > Duty Assignment has not broken any rules
= Skills >
Surname Forenam_. Name Grade Current Sta... Interest... No Bank Last._ ¢ LastCon_ Current.. Current... Current.. Current... Current._
Contacts >
|_i} Amato Tyesha  Myles Amato  Band 5RM  Available - - - - - - Bank - - :
Selecting Assign Candidate Confirmed will allocate the duty as a green duty under Bankand Selecting Assign Candidate Unconfirmed will allocate the duty as a yellow duty under Bankand
Agency on the roster. Agencyon the roster.
Bank and Agency Bank and Agency
~ RN Amato, Myles = HCA Clubb, Grant
Om (Band 5 RN) ©= (Band 2 HCA)
O
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To confirman unconfirmed duty, right click and select Confirm Temp Staff Request. The below message will appear. Select OK.

Add Red Flag Change Temp Staff Request Canfirmation Status 3

Confirm Temp Staff

Request Filled Late (L) Bank Duty On
24/08/2020
Add to Block Change Confirmation Status for this Temp Staff

Reques?

Set as not Informed

Give Back Person

Send Notification
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The shift now appears on the roster as confirmed

Bank and Agency

~ HCA Clubb, Grant
= (Band 2 HCA)
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Multiple duties can be selected and assigned at the same time by pressing & holding
the CTRLkey and choosingyour duty selection

02 03 04 05
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The selected person will appear as assigned to the selected shifts on the roster under the Bank and

Agency team

Orthopaedics Ward
Bank and Agency

-~ HCA Chowanec, L L L
©m= Earleen (Band 2 HCA)

Om Om Om
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In instances where multiple duties have been selected, the same employee can be assigned to the
entire selection by using the tick-boxes next to the listed duties, and following the previous steps

Find Person o
Vacant Dutiez 3 Records m (=
Resourci.. Activity..  Activity_  Shilt Interest Start End Walid Date Location  Opt. Grade Required_. Block ID
- Bank S = L 12:00 20:00 25/09/2020 HCA
E"h Bank S = L 12:00 20:00 26/09/2020 HCA
-~ Bank S = L 12:00 20:00 27092020 HCA
Find Person

surname Forenames Mame

Grade

Cument Status  Inferest.. NoBank  Last,. “ LastCon. Current Assignm

179 Records m &

[BF chowanec Earlesn Earleen Chowanec

Band 2 HCA

Available

~
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