Roster Policy
Roster Policy
The Trust recognises the value of its workforces and is committed to supporting
staff to deliver safe, quality patient care. This policy outlines the parameters for
a flexible, efficient and robust rostering system so as to improve the utilisation of
staff’s contractual hours and effective management of temporary workers (bank
and agency).

are subject to and/or responsible for the rostering of staff to provide patient
care.

This policy sets out Sussex Partnership’s position and defined procedures for
the use of electronic rostering to ensure fair and consistent rosters.
Key policy issues:
 Ensure rosters are fair, consistent and fit for purpose, with the
appropriate skill mix, to ensure safe high quality standards of care;
 Improved utilisation of staff’s contractual hours;
 Improved planning of non-clinical working days (unavailability), e.g.
annual leave, study leave and monitoring of sickness absence.
THE POLICY APPLIES TO:
The policy applies to all staff, excluding Medical, employed by the Trust who

Responsibility- Employees

Principles of Effective Rostering
Following best practice in roster management, should support creating a roster that is not only
safe, efficient, and productive; but also support a balanced working life.
1. Gather all necessary information, e.g. shifts and absence requests.
2. Plan the roster using the Roster Calendar (produced by the eRostering Team annually)
which sets a timeframe for the rostering processes, including payroll and reporting datelines.the roster must be published 6 weeks in advance in accordance with the Roster Calendar.
3. Obtain authorisation Level 2 approval.
4. Send any unassigned cover requests to the Temporary Staffing/Bank office.
5. Review and adapt the roster in a timely manner whist it is in use.
6. Record actual changes to the live roster daily and verify the shifts for payroll by the payroll
cut-off dates.
7. In line with the requirements for weekly payroll and reporting, all rosters must be finalised
by 2pm every Monday (or the next working day on Bank Holiday weeks). For monthly
enhancements (substantive staff), all rosters must be finalised on the
second working day of each month.

All Staff group (Employees) are responsible for:


adhering to the policy’s requirements, ensuring they
are familiar with the policy and associated procedures



undertaking any training and maintaining their own
competency necessary for effectively carrying out their
role to support roster management within their area



attending work as per their duty roster



ensuring they work their fair share of less desirable
shifts e.g. nights and weekend



notifying the ward/unit/ward manager of changes to a
planned or worked shift



ensuring requests for working a shift or off duty are
made via the Employee Online

Working Time Regulation - 1988
In compliance with the Working Time Regulations 1998 (WTR) no member of staff, may work
more than 48 hours a week on average whether substantive staff or Bank staff unless they have
signed the Individual Working Hours Agreement form. It is the responsibility of all concerned to
ensure that these regulations are not infringed and ensure that they comply with rest periods
outline on Gov.UK website.
The onus is on ward or departmental managers to ensure that all substantive staff working extra
hours on their ward, or elsewhere in the Trust, have signed the Individual Working Hours
Agreement form and retained a copy for their reference and returned a copy to the Bank.
Providing that the Individual Working Hours Agreement form is signed, a member of staff may
work up to a maximum of 60 hours per week averaged over a rolling 17 weeks period. Under no
circumstances will a member of staff be permitted to exceed these hours, either through
undertaking bank duties within the Trust, or working elsewhere with another organisation.
If you are required to work a shift in your post, in doing so you agree that you will not
undertake back-to-back shift working, which may include:



A Late (or a long day) shift followed by a night shift
A night shift followed by an day duty

Contacts
If you still have questions,




Contact your line manager, Matron or Clinical Lead
Nurse.
Contact your HR advisors or Business partners.
Contact the STAR Team, star@sussexpartnership.nhs.uk

