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Purpose

The purpose of this documents is to:

* |dentify roster warnings in CarelinkPlus
« Understand what triggers a roster warning to occur
« Learn how to resolve roster warnings when they occur




Roster Warnings ldentification

There are 8 roster warnings have been implemented in CarelinkPlus to provide user guidance and
governance, when rostering support workers into shifts. These include:

Warning!

Employees Hours Rostered exceeds Requested Hours

An employee’s rostered hours exceeds their requested/contracted
hours.

e.g. If an employee has a contract for 50 hours per fortnight and they
are rostered for 55 hours, a roster warning will be triggered.

ok | | Cancel

Warning!

Employee: Example Employes
WARMIMG: Insufficient time off allocated

| oK | | Cancel

An employee is rostered without sufficient days off. Employees
require four-days off per roster fortnight with two of those days being
consecutive.

e.g. If an employee is rostered for 11 days in a fortnight, a roster
warning will be triggered.




Warning!

Employee: Example Employee
WARNING! Shift is more than 5 hours. Enterprise Award requires a meal
break

oK || Cancel

An employee is rostered without a meal break when working
more than the minimum set meal break time.

e.g. If an employee is rostered for a shift which has a duration of
five hours or more and does not have a meal break rostered, a
roster warning will be triggered.

Warning!

Employee: Example Employee
! WARMIMG: Total Hours allocated exceed 76 hours, triggering an
Overtime payment of time and a half,

oK H Cancel

An employee is rostered for more than 76 hours per fortnight
triggering overtime payment of time and a half.

E.g. If an employee is rostered to a shift that increases the total
actual hours per fortnight beyond 76 hours, a roster warning will
be triggered.

Warning!

Employee: Example Employee
! WARMIMG: Total Hours allocated exceed 79 hours, triggering an
Overtime payment of double time.

oK H Cancel

An employee is rostered for more than 79 hours per fortnight
triggering overtime payment of double time.

E.g. If an employee is rostered for a shift that increases the total
actual hours per fortnight beyond 79 hours, a roster warning will
be triggered.




An employee is rostered into a shift on a public holiday that does
not meet the minimum duration required for shifts on a public
holiday.

e.g. If an employee is rostered for three hours when the minimum
is set to four hours, a roster warning will be triggered. No note is
required for this warning.

An employee is rostered into a shift that triggers more than one
roster warning.

E.g. If an employee is rostered for a shift that is over five hours
without a meal break and this shift increases the total actual
hours per fortnight beyond 79 hours, the roster warnings will be
triggered and be shown in one Warning screen.

Warning! =
Employee: Exarmple (Dana) Employees
! WARMING! Save was successful with the following warning(s):
Employee is rostered for less than the public heliday minimum of 4
hours,
Warning!
I Employees Hours Rostered exceeds Requested Hours
’ Employee: Example Employee
WARMIMNG! Shift is more than 5 hours, Enterprise Award requires a meal
break
Employes: Example Employee
WARMIMNG: Total Hours allocated exceed 79 hours, triggering an
Owvertime payment of double time,
ok | cancel
Warning! X

WARNING! Save was successful with the following warming(s):
The roster Rule does not align to the current Agreement. Please check
and make required changes.

oK

One or more shifts generated by editing or creating a roster rule
triggers one or more roster warnings.

E.g. One of the shifts generated by the roster rule falls on a
public holiday, and the employee is rostered for three hours when
the minimum is set to four hours. A generic roster warning will be
triggered. No note is required for this warning.




Step by Step Instructions -8-

Log in to CarelinkPlus using your Endeavour Foundation username and password.

In the Start Menu, click on Employees under the Search section.

Search for the employee by surname.

Click on ‘Roster’ in the Employee menu.

Make change to an existing shift or create a new shift.

Click on Save when all shift details have been updated/entered.

If the shift breaches one or more roster warnings, the warning will be generated, click on OK to proceed.

An exclamation mark will appear on the Save button if you have not entered a note, you cannot proceed with the save until you add in a note.

Ol (N0 || W[IN|F

Click on Notes at the top of the roster item box.

10 Add a new shift note with information regarding the approval given for the roster warning triggered. Press Save Note.

11 Select Save.

12 The change will be added to the roster.
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Log in to CarelinkPlus using
your Endeavour Foundation
username and password.

In the Start Menu, click on = S I .
Employees under the Search earch for the employee by
section. SLiinnie:

| Start Pagel

. Welcome to carelink+

Start Menu

Last Login: Monday, 10 July 2023 at 8:14:26 AM = -

Start Page"Search Employee!
Last 5 Logins [
. Search
Please enter logon credentials,

Clients
User Mame: |ENDEAVOUR\Penny.Hardy

Select Employee to View:
Em pl
| pevonal) View Temminated
Other Individu
cQ l'e| ink ' Hint: Use your Windows credentials. Facility

Password: ..'...I...| |

Organisations

Enguiry
e

Advanced Search

About carelink+ |
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Click on save when all shift
details have been
changed/entered.

Click on Roster in the Make changes to an existing
employee menu. shift or create a new shift.

- Allergies Person Type
| st Praparies TN RS o FasiRy [ Funng S
- Immunisations e
Employes B I y——
[+ Preferences
= nd Dol Friay 8 Warh 7024
. Search Criteria Change :a.,...:y_o,..pw.m.m,za
= Notes Chent: Corporata Drive, Cannon ki, +° | % Emgloyee: . ALEXANDRA HILLS 4161
i Add Motes
Times
L View Notes Connected To 6.0 A EnaTive  [e00PM o[ Houes

- Employment Forms .
- Equipment Contact Name oo = [ Tm e (T

000 FadMeaBoak [

# Roster Item

» o

(®) Al Clants () Prafarred Chants. (®) Al Employess (O Preterred Empioyees

<< Back Next == Vi Cancel
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If the shift breaches one or

more roster warnings, the

warning will be generated,
click on OK to proceed.

Fnday . 8 March 2024

Fiday . 8 Mach 2024

Faciity - Support Centre - 33
Corporate Drive, Cannon Ha, |+ | | % | Employee

@® AiClents

06:30 AM End Time:

Last Change By

Love, Janet .32 Heffeman Road 1 | g¢
. ALEXANDRA HILLS 4161

() Preferred Clents (®) Al Employees () Preferred Employees

10:30 PM Duration: 16.00
Warning!

|\ Employees Hours Rostered exceeds Requested Hours

WARNING! Exceed 12 hours in a day, triggering payment of
overtime

An exclamation mark will
appear on the Save button if
you have not entered a note,
you cannot proceed with the
save until you add in a note.

<< Back Next ==

. Roster ltem

-11 -

Click on Notes at the top of

the roster item box.

roperiies ' Tasks 'Materials 'Notes Facility 'Funding Summary

~ommon Properties

Start Date:

End Date:

™

Friday \  {March 2024 [~
\ N

| Friday . & Mach 2024 [l |
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Add a new shift note with
information regarding the
approval given for the roster
warning triggered. Press Save
Note.

Notes
Enter Note:

Site manager has approved for Janet to work longer that the maximum 12 hours per day

[ Show on Reports and Web Check Speling New Note

Save Note

== Back

Select Save.

-12 -

The change will be added to
the roster.
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