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Introduction to NMWU Allocations Team

The allocations team are responsible for ensuring that nursing vacancies at Western Health are filled according to health service
policy and rostering guidelines using in order of priority — Part-time extra, Pool, Bank and Agency staff. Tasks include but not
limited to sourcing and matching available staff to shift deficits, timecard maintenance, rostering, agency invoice reconciliation,
maintenance of bank and pool staff profiles, competency and employment records, recruitment documentation and
requirements, and to provide operations reports. This is achieved by providing exemplary customer service to all who make
contact with the NMWU team and working collaboratively within the team.

The allocations office is open from 0500 — 2130 hrs 7 days per week. From 2100 hrs each evening the allocator hands over to
the night CHCs.

CHC Roles and Responsibilities

Between the hours of 2100 — 0530hrs the CHCs are responsible for the management of the supplementary workforce.
Responsibilities include receiving leave calls from Pool staff, receiving cancellations from Bank staff, replacing staff vacancies,
moving staff allocations to ensure EBA ward ratios are met for the morning shift, and for the booking of agency staff where
required. CHCs must ensure Healthe Workforce Solutions is kept accurate and up to date at all times.

Outside of regular Office hours for Divisional Directors/Ops Managers, CHCs are also responsible for approving OT for all WH
staff, approving additional resources for Safety requests, and approving Agency usage for Nurse/Midwifery vacancies.

Healthe Workforce Solutions (HeWS)

HeWS is allocations software for matching staff to shift requests to fill staffing requirements in wards / departments.
Also has additional modules to assist with data for workforce planning, understanding needs and utilisation of supplementary
staffing.

Completing the WeLearn module for shift manager will provide the details on how to request staff Course: Supplementary
Staffing for the In-Charge Nurse/Midwife (wh.org.au)

For more detailed information beyond this user guide, refer to the Allocations User Guide (located in Help section of HWS) and
resources on the intranet Health-e Workforce Solutions Resources - Nursing & Midwifery (wh.org.au)

Accessing HeWS

Go to WH Intranet page and click on Quicklinks Menu or in your Okta portal

e Nealth-e
..‘@.'. workforce solutions

workforce Welcome

Please select a system to continue.

Western Health

W & i o2 health
. insic sigte heo

Health Workforce

Solutions HWS Application

Allocations and Profiling System

Quicklinks Menu This
Click to view popuiar links will Availabilities Application
Casual Bank Remote Availabilities System

take you to the home page -
Click on HWS application
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https://welearn.wh.org.au/course/view.php?id=932
https://welearn.wh.org.au/course/view.php?id=932
https://westerly.wh.org.au/nursing-midwifery/workforce/health-e-workforce-solutions-resources/

The tabs you see across the top will be dependent on your access level.

health-e

workforce solutions

View shift vacancies and confirmed shifts for one hospital

Go to Allocation — Overview — click on ‘Campus’ and select hospital from dropdown box.

Overview [May v][2023 v | Today @
th PR . Mon Tue Wed Thu Fri Sat Sun
Tuesday 301" May () CostCentre ) Department O Division ® Campus ) Hospital
12:59 T Tk
. . 8 8 10 " 12 13 14
Bacchus Marsh 15 [16 | [17 |18 |[ 18 ][20][ 21
Drug & Alcohal =z é‘; T
Footscray
Summary Hazeldean Export to Excel
Melton Health
Wentel Health ]
(Coronary Care WWH New Footscray
New Mefton
Coronary Care WWH Reg Geary
ICU WWH AM Icu
ICU WwH AM Equipment
(Operating Theatres WWH AM Scrub Scout
(Operating Theatres WWH AN Anass
(Operating Theatres WWH AM Recovery &
Select date and Ward Deficits ~ Staff Availability ~ Hourly View m Bulk Allocation  Staff Communication  Shift Reconciliation ~ Shift Search @
shift and click Overview ® 2019 v|Today @
‘Refresh, Tuegday 7“’ May O CostCentre O Department O Division @Campus OHospltaI Mon Tue w:d T:u F; S:‘ S:"
09_30 “xFuoIscray\ x | 6 |MMIEE ¢ [ 1011 [12
. [V Department Activity [] Show Activity Only ;3 ;: lz ;g ;Z ;ﬁ ;2
27 |28 |[ 29 |[ 30 || 31
.
[ Am PM Night Al
Summary [ Export to Excel ‘ l Options I

Please note: Summary

Rostered Vacant Pending Confirmed Surplus Work Hours NHpPD Ratio Cost
. Day Proced Unit WWH | AM Endo 4 295 $1,062
You will see all vacant and Doy Proced UnEWWH | A ; a0 o 8
confirmed shifts and be able Day Proced Unit WWH  |AM || DPU 8 64.0 +1 $2304| @
. . ED Nursing WWH AM 5 400 +1 $1.440

to fl” Shlfts or enter reques':s ED Nursing WWH AM Clinical 13 104.0 $3,744 g
from this screen. 1CU WWH AM ||icu 9 89% 1" 124.0| 30.30(1:080+2 | $4,464| @
ICU WWH AM 2 16.0 $576| @
Surg Ward 3 East WWH | AM 1 8.0 $288 @
Surg Ward 3 East WWH |AM || Beds 24 100% 7 - 1 640) 633(1:343+1 |$2304| @)
Ward 1 West WWH AM 1 160 3576 @
Ward 1 West WWH AM | |Beds 25 100% 8 640 568/1357+1 | $2304| @)
Ward 2B WWH AM 2 160 576/ @)
Ward 28 WWH AM | |Beds 25 108% 5 480| 496|145 $1,728| @
Ward 2C WWH AM 1 8.0 5288 @
Ward 2C WWH AM | |Beds 25 100% 7 - 480 377|15+1  [$1728|@)
Ward 2C WWH AM | |Beds 0 8.0 3$288| @
Ward 2D WWH AM 1 80 3288| @
Ward 2D WWH AM | |Beds 20 100% 6 560 582(1:333+1 | $2016|3)
Ward 3B WWH AM ||3ABeds| 16 100% 5 400] 525/14+1 | $1440| )
Ward 38 WWH AM 1 76 $274| @
Ward 3B WWH AM ||3BBeds| 20 100% 5 400 420[15+1 |$1440/ @)
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To create request click on the arrow on the far right corresponding to the ward where request is needed

Summary Export to Excel

Department Shift Rostered Vacant Pending Confirmed Surplus Work Hours NHPPD Ratio Cost

Day Proced Unit WWH | AM Endo 4 295 $1,062 @
Day Proced Unit WWH | AM 1 80 $288 @
Day Proced Unit WWH  |AM | |DPU 8 640 +1 $2,304| @
ED Nursing WWH AM 5 40.0 +1 $1,440| @)
ED Nursing WWH AM Clinical 13 104.0 $3,744 @
ICU WWH AM | |ICU 9 89% " 124.0| 30.30(1:0.89+2 |$4,464| @
ICU WWH AM 2 16.0 $576 @
Surg Ward 3 East WWH | AM 1 8.0 $288 @
Surg Ward 3 East WWH |AM | | Beds 24 100% 7 1 64.0| 633/1:343+1 | 32,304 @
Ward 1 West WWH AM 1 16.0 $576 @
Ward 1 West WWH AM || Beds 25 100% 8 64.0| 568|1:3.57+1 |$2,304 @
Ward 2B WWH AM 2 16.0 $576 @
Ward 2B WWH AM || Beds 25 108% 5 480 4.96/1:45 $1,728 @
Ward 2C WWH AM 1 80 $288 @
Ward 2C WWH AM Beds 25 100% 7 480 377|15+1 $1,728 _&
Ward 2C WWH AM || Beds 0 8.0 528N
Ward 2D WWH AM 1 80 $288 @
Ward 2D WWH AM Beds 100% 6 56.0| 582|1:3.33+1 [$2,016 @
Ward 3B WWH AM 3A Beds 100% 5 400/ 525(14+1 $1,440 @
Ward 3B WWH AM 1 76 $274 @
Ward 3B WWH AM 3B Beds 20 100% 5 400/ 4.20{15+1 $1,440 @

This will take you to the ward’s shift template. Make sure you have the correct date and shift for the request and click on the

green plus sign +
Calendar BLGLICEESIER Timeline  Availability — Timesheet — Seftings @
Request Staff - Ward 2B WWH Q] Today @

Mon Tue Wed Thu Fri Sat Sun
Tuesday?th May eI I

1
. ¢ MMM o [0 2
. 1314 15|16 |[ 17 ][ 18 ][ 18

20 2 22 23 24 25 26

lednesday 8 Nurse
AM Beds
1:4.5

Required| 7 = Required 7

Actual 8 Actual | g

Bed B  Vacancies @
Beds \

1:3.9

Required 7 ] Required 7

=]
Actual 8 Actual g +
Bed - Vacancies ( ‘
Night
Required 3 = Required 3 2 0 Q 8
+
Actual 3 Actual 3
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The following request form will open — select the correct rationale and skill group

AM Beds - Beds -
127 +1 E t27e1 |27

Select Actual Shift

Type ® Request Staff O Malke Staff Surplus
Rationale .
Skill Group | Q |
Patient Safety
< Additional Beds Occupied El |:| |:|
Actual | 11 Personal Leave =288 2 g 8 +
Unplanned Leave
G Professional Development E] E] E]
Overtime Rest W)
Roster Vacancy L —
Night Change of Roster - Beds
17.0+2
o
Roster | 6 Roster | 6 1011 (w1l [l st

Complete any specific details (adjust time if required, choose alternate or additional skill types write any messages to allocators
in the ‘Comments’ box) and click ‘Add’. You will see the shift added into the Request staff screen with a cross below (as
currently vacant)

Permanent Part-time staff
» Are contracted to specific wards and maybe available to work additional shifts
* Enter availabilities through their HeWS profile
» Should be contacted by ward staff and notes as ‘staff agreed’
* Allocators/CHCs should not book part-time staff directly (unless RosterOn comparison is actioned to ensure overtime will
not be accrued), should notify shift managers when a part-time staff member is available for a specific shift

. Part-Time staff need pre-approval to work outside their home cost centre, with the exception of the below specialty
areas. Approval will be noted on their staff profiles.

= Maternity staff working in other Maternity wards

= CCU staff working in other CCU ward

= |CU staff working in other ICU ward

= Theatre staff working in other Theatre wards

= Cath Lab staff working in other Cath Lab ward

= Dialysis staff working in other Dialysis wards

= Drug and Alcohol staff working in other D&A ward.

Pool staff
» Priority when allocating to HeWS shortfalls.
* Rostered for AM, PM, ND shifts and noted as ‘priority’ into HeWS
* Are assigned by an Allocator (or CHC) during prior shift based on shift requirements and skill mix in requests.
* Some pool staff are to remain unallocated as long as possible before a shift — to be utilised for last minute backfill
» Refer to their HeWS availabilities screen to see their ward allocation for each shift (or call allocations office if not sure)

Bank Staff
» Casual employees who can be contacted to work / cancelled with limited notice
*  Submit availabilities to work on their HEW S availabilities screen
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* may be offered and confirmed to advanced shortfalls up to 4 weeks

« if booked to work and not required, should be replaced by priority Pool staff at least 1 hour prior shift commencement
time and cancelled

« if arrive at work and not required, should be paid minimum engagement hours (2hrs for nursing/midwifery, 3hrs for HCW)

« are expected to work at least one shift per fortnight (unless by prior arrangement with NMWU management)

Agency staff
¢ employed by private organisations contracted to provide staff to public hospitals through Health Purchasing Victoria

(HPV) agreement

¢ names and contact details of agencies are in phone list in allocations office

e Agency staff are only booked as last option and with approval from Division Director / Operations Manager / CHC —
name must be entered into shift booking when being confirmed

o Agency approval is automatically approved for Safety requests.

e If not required must be cancelled at least 2 hours prior to shift start time, and shift request marked as not required

¢ If not cancelled 2 hours prior and not required, cancellation prior to arrival will accrue a cancellation fee of 2 hours — shift
request to be changed to 2 hours length and name of Agency staff member added as confirmed

e If arrive at work and not required, a 4 hour cancellation fee will be charged— shift request to be changed to 4 hours length
and name of Agency staff member added as confirmed

¢ Review comments for specifics or notes from other allocators/CHCs
¢ Observe matched staff to help make your selection based on nursing / midwife preference for the shift.

. Are they BANK or POOL?

. What skill level are they? ie. EN, RN, midwife, graduate etc. (W |

. Have they worked in this unit before? symbol and number reflect — Sx11
number of times worked in that unit in past 3 months

. How many hours are they already booked to work this week? > 2 4.00@

Need to ensure they do not go above 76 hours in fortnight without overtime approval by last unit they are booked to work

» Does the staff member have any notes associated with their profile? i.e.) not work in, specialty e.g ICU @

only etc. = c

When ‘matched staff’ are not suitable — check staff type request e.g. Nurse-RN, Nurse ANUM, Nurse EN and see if other within
‘available and preference’ are suitable.
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Filling a Shift

In Allocations — Overview screen, click on red box to be filled.

Summary Export to Excel
Activity Target Actual Occupancy || Rostered Vacant Pending Confirmed Surplus Work Hours NHpPD Ratio Cost

Day Proced Unit WWH | AM Endo 4 205 $1,062 @
Day Proced Unit WWH | AM 1 80 $288 | (@
Day Proced Unit WWH  |AM | |DPU 8 64.0 +1 $2,304|
ED Nursing WWH AM 5 400 +1 $1,440| @
ED Nursing WWH AM Clinical 13 104.0 $3,744 @
ICU WWH AM Icu 9 89% 11 124.0| 30.30/1:089+2 | $4,464 @
ICU WWH AM 2 160 $576 @
Surg Ward 3 East WWH | AM 80 $288| (3
Surg Ward 3 East WWH | AM Beds 24 100% 1 640 633|1:343+1 52304 @
Ward 1 West WWH AM 1 160 $576 @
Ward 1 West WWH AM Beds 25 100% — 640 568/1:357+1 %2304 @
Ward 2B WWH AM 2 16.0 $576 @
Ward 2B WWH AM Beds 25 108% 5 480 496/145 $1728 @
Ward 2C WWH AM 1 80 $288 @
Ward 2C WWH AM Beds 25 100% 7 480 377|15+1 $1728 @
Ward 2C WWH AM Beds 0 80 $288 @
Ward 2D WWH AM 1 80 $288 @
Ward 2D WWH AM Beds 20 100% 6 56.0| 5.82/1:333+1|$2016 @
Ward 3B WWH AM 3A Beds 16 100% 5 400 525/1:4+1 $1,440 @
Ward 3B WWH AM 1 76 $274 @
Ward 3B WWH AM 3B Beds 20 100% 5 400, 420{1:5+1 $1,440 @

Click on pencil to edit or fill.

health-e :
workforce solutions Allocation

Ward Deficits ~ Staff Availability — Hourly View  Overview  Bulk Allocation  Staff Communication  Shift Reconciliation ~ Shift Search @

Staff Allocation - Surg Ward 3 East WWH - 08/05/2019 - AM
Department: [Surg Ward 3 East WWH (WWH-A2022) - Unfillad Shifts 1 v|[ Show H Refresh ” Availability

Workforce Skill Types.

Staff Requests
Shift - Time Rationale Skill Type
Vacant Pool AM : 07:00:00 - 15:30:00 Increased Ward Acuity Nurse-RN @‘
Confirmed Pool AM : 07:00:00 - 15:30:00 Professional Development  Nurse-RN HOPLEY, CELESTE ? g’

Staff Search - ‘ By Name W ‘ ‘ ‘ O Previously Worked

Staff Type : Bank & Paol WINRT [JFulltime [JPart-time [] Agency
Allocation Group:
Staff List Show Staff Detail || Add Agency Staff |

This will take you to the allocation screen where you can commence SMS messaging of staff
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SMS Messaging

Single Message

You can send a single staff member a message by clicking on the phone next to the person

Request Staff [X]

Request Details | Specialling | Allocation ‘| Availability | Deployments || shift split | Request Log
Department : Surg Ward 3 East WWH Shift Number : 33928
Shift Date 1 08/05/2019 - AM Shift Time = [07:00 [E{15:30 [ Paid [08:00 | &
Skill Types : Nurse-RN Staff Type : Pool
Rationale : Increased Ward Acuity Suggested :
Allowances: [T oncallAllwee [ certificate [1InCharge
Staff View: | Matched Staff V| Shift Type: Communication: ® SMS - SMS: Iﬂ 4% Every 5 minutes Vv
@ ool TRINH, YULIYA YP11 Priority Nurse-RN B 32.000 g O
o)
© Pool EDNEY, MARK YP3 Priority Nurse-RN = 48.000 \E] O
© roal RIAK, SHIMON YpPs Priority Nurse-RN =) 40.00 ] O
© ool PENAFIEL, ANDREA Yp3 Priority Nurse-RN B 28.000) g |
© pool SELE, ZEYNEP YP3 Priority Nurse-RN =t 32.000 g
@ pool AQUINO, JERRY YP11 Priority Nurse-RN = 56.00 g
@ pool CARREON, MERLINDA YP11 Priority Nurse-RN = 40.000 ] Olw
— — =
Comr'{lsntsl: = _ e = Status : Vacant¥®
Roan Blythe- airway/free ap .
Approved C Culley Booked Staff :
Confirmation :
Grade Code :
Date : g
Save “ Refresh

Bulk Message

You can send concurrent message to numerous staff by selecting all the staff you wish to message and click on phone icon next
to SMS. If you want to send a staggered message 5 minutes apart, click on the people icon next to the phone.

Request Staff X
Request Details || Specialling | Allocation H Availability | Deployments || Shift Split | Request Log
Department : Ward 1 West WWH Shift Number : 34590
Shift Date :  10/05/2019 - Night shift Time = [21:00 [E2H07:30 & Paid [10.00 [ &
Skill Types : Nurse-EN Staff Type : Pool
Rationale : Increased Ward Acuity Suggested :

Allowances: [JoncallAllwce [ Certificate [1InCharge

Staff View: | Matched Staff V| Shift Type: |Night v| Communication: ® SMs - @ Every 5 minutes W

© Pool FLETCHER, LUCY 1B70 Available | Nurse-EN 38.0000) ]
© Bank SANCHEZ, DOLORES 1B81 Available Nurse-EN B 22000 OH
© eank VANDENBERK, SHARON 1888 Available Nurse-EN %) 39.0000 g
© Bank g‘;ﬁﬁ%ﬁ ERLLIER, (FATIES) PEL 1888 Available Nurse-EN 616000 @ []

Once a staff member responds to SMS confirming shift, the red box disappears and replaced by green box — confirmed. Nothing
further is required — shift is filled!

Please note other information available: You can hover over the blue info icons in the allocations tab to see whether staff
have experience in specialty areas, or are exempt from a particular ward. Hovering over the yellow note icons in the allocation
tab will allow you to see notes made about that staff member for that particular shift.
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Write down Agency staff member’s name

Ask if they have worked at Western Health before?

If yes, ask for Full name and AHPRA no. (for Nurses / Midwives)

If no, also ask for Grade / classification e.g. Grade 2 Year 10

If staff is a nurse/midwife, you will also need their mobile number to check EMR access is set-up

e

To confirm booking, open up the shift

Ward Deficits ~ Hourly View  Staff Availability  Buk Allocation  SMS GroupMsg  SMS Management  Shit Reconciistion  Shift Search @
5taff Allocation - Community Recovery Program - 20110/2045 - PM

Depﬂftrr-arﬂ'ltumrnumty Racovary Program (HI252] - Unf®ad Shifts ‘Ij| Show | Ralrash I Aoailahility |
Worldorce Shill Types:

5taff Requests

SHall Type ‘Shill-Time Raliafale Skl Type

Yacani Foal PRI A3:00:00 - 21:30:00 Raostar Vacancy hurse-EN &

I Presiousty Worked  Seaich |

Staf Type : F Bank ¥ Poal ¥ HRT I Fullime T Par-time [ Agancy

Allocation Groug: |- Select - 'I
Stafl List [Bank - Abculla, Mahamed - P521 =] Show Stall Detai | Add Agency Stall |

Type in AGENCY staff member’s name in STAFF SEARCH section.

Remember to tick AGENCY and untick bank & pool in STAFF TYPE to refine the search. Click on SEARCH beside name. If the
agency staff has worked before the name will appear in STAFF LIST - use drop down box to search for name and click on

correct one.

Select SHOW STAFF DETAIL - this will show the agency staff members profile.

NURSING+
M DWIFERY
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1. Check correct Agency i.e. Belmore, etc. and change if required.

Staff Search : IEly MName j I I” Previously Worked ~ Search

Staff Type - W Bank ¥ Pool ¥ NRT I” Fulltime ™ Part-time M Agency

Allocation Group: lm

Staff List - IAgency - Abdulnasir, Farhia - YP3 j Show Staff Detail | Add Agency Staff |

Abdulnasir, Farhia(Agency)

Staff Type: |Agency = Staff is Active: I Abdulnasir, Farhia
FirstMame: [Famia Crade Code: [YP3 (RN GRADE 2 YEAR 2) (Nurse Division1) =l
Al
Last Name: |Abdulnasir
Qualification: 'I
Phone 1:
Reg. Type: Nursing Registration v
Phone 2:
Nurse Reg No: NIMVY0001098240 AHPRA Register
Agency: |Ele|more j
Other Reg. Type: v
Other Reg. No:
Add Availability

10

2. If a nursing shift, ensure you check the AHPRA number and cross reference it to ensure they are authorised to work

(this is a governance requirement as part of Standard 1)

Click on AHPRA register and this will take you to the AHPRA site

2 login | [EREE

I @AHPRA | Choose a National Board W Fl o ]| ®contactus | 9 Office locations

-1

Home  About Publications and resources

National Boards NSHSIGNGOE Education Concerns about practitioners

2 lian Health P
%/mu\\\\ Reguition Agency

Professions & Divisions

T TV Iy I T gy K R e T B X 1 O T G W S O oy

Specialties & Specialty Fields If you have trouble finding someone on the register who you think should be there, call us on 1300 419 495.

It's an offence to present as a registered health practitioner in Australia if you are not. If you think you know

Terms in the Register
someone who is doing this, let us know immediately.

Registration Process v
Registration Standards v Related information
R eSS v * Glossary of terms in the register
N = Which professions appear on the register

Employer Services v N ) i

+ Top tips on using the register
Graduate Applications v + If you require assistance, please contact us.
Graduate Applications for
Registration FAQ h
e ——— - Details of practitioner
Provisional to General Information Family name Given name
Audit

Registration number m Select health profession v ]

Menitoring and compliance v

Principal place of practice

Right click and paste in the ‘registration number’ box — click search

NURSING+
M DWIFERY
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11
More information about the terms used in the registers can be found in the Glossary. .
! Cross reference to the name supplied to ensure
it matches and review the notations on the right

Your search for a practitioner with registration number NMW0001663273 returned 1 result. You can refine your search of the page to ensure all reflect ‘No’.
or start a new search

Search Results

e If yes, open the view details to check further
Profession: Nurse information provided.
Registration number: NMWO0001663273 Endorsements:  No : H _
- — o o If reprimands or undertakings are present — do
Registration expiry date: 31/05/2016 Conditions: No / not book.
Principal place of practice: ELSTERNWICK Undertakings: No

VIC 3185 Reprimands: Mo
Division/ Registration Type: Registerad Nurse (Division 1). General Once Confirmed intO Shlft C”Ck on Agency name
View Details ’

and go to staff detail page.

In details tab, add current date into Reg. Seen on: box

Registration Numbers

Reg. Type: Mursing Registr... = Reg. Expiry Date: |31)‘05£2l}2{] m
Reg. Mo: |ﬂ|}02329437 |AHPRA Register Reg. Seen on: | ﬁ
Other Reg. Type: EN Medical End... - Other Reg. Expiry Date: | ﬁ
Other Reg. No: | | Other Reg. Seen on: | ﬁ

Make the agency staff member available for the shift to be filled by clicking on ‘Availability’ tab and click in the correct shift

available box.

Request Details ” Specialling ” Allocation ‘ Availability | Deployments ” Shift Split ” Request Log |

Date:[07/052019 |iff|| Change Date |

Staff Name: KAUR, PARMINDA

To7f/05 WwWoO8/05 TO09/05 F10/05 S11/05 S12/05 M13/05

T14/05 W15/05 T16/05 F17/05 S18/05 S$19/05 M 20/05

Night

Search:

Staff Name:

Staff Type: [Ieank [lprool [INRT [LlFull-time []Part-time [ Agency
Staff List: ‘Agency - KAUR, PARMINDA - YP3 vl Show Availability |

N RSING+ WV
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12

Go back to ‘Allocation’ tab and the agency member should now come up as an option either in matched staff or available and
preference view.

Click on the green tick left.

Request Staff ¥

Request Details | Specialling " Allocation “ Availability || Deployments || Shift Split | Request Log |
Department : Ward 3F WSH Shift Number : 33889
Shift Date :  07/05/2019 - PM Shift Time :  [15:00 [E-21:00 [& paid |D!
Skill Types :  Murse-EN,Nurse-RN Staff Type : Pool
Rationale : Personal Leave Suggested :
Allowances: [loncallaliwee [certificate []InCharge
sStaff view: [Matched Staff “| shift Type: Communication: ® SMS - SMS: [ g Every 6 minutes Vv
@ Part-time BAUTISTA, ALGENE YP11 Available Nurse-RM 8.00 O
@ Bank MUHAMMAD, NAITYYAH U6 Available Hurse-RN 35.05@ O
© Bank MARTIN, ABBY ZUs Available Hurse-RN ™ 56.20@ O
@ Bank MAGRIS, LEAH zU13 Available Nurse-RN @ O
© Bapk SV U6 Available Murse-RN 23.208 O
Comments : Status : vacant %
no bank/pool staff avail. need approval for
agency- Booked Staff :
Confirmation :
2pproved by ops manger Tim for agency Grade Code : YP2 (RN GRADE 2 YEAR 1{GRAD YR)) (Nu...
e
Date : 32
\ Save || Refesh |

And then click on the yellow smiley face to confirm shift booked.

Request Staff X

Reguest Details | Specialling || Allocation || Availability || Deployments || Shift Split || Request Log |

Department : Ward 3F WSH Shift Number : 33889

Shift Date :  07/05/2019 - PM shift Time :  [15.00 [E3-{21:00 |E paid [05:30 [ &%
Skill Types :  Nurse-EN,Nurse-RN Staff Type : Agency - Approved -

Rationale : Personal Leave Suggested :

Concanaliwce O certificate [ InCharge O Hosp/GradCert [IMast/DocCert
[ rostGradDip/Deg

Staff View: [Matched Staff ~| Shift Type: Communication: ®SMS - SMS: [

Allowances:

24 Every 5 minutes ™

© Part-time BAUTISTA, ALGENE YP11 Available Nurse-RN 8.00 =] O
@ Bank MUHAMMAD, NAJIYYAH ZUs Available Nurse-RN 35.05@ Bl ]
@ Bank MARTIN, ABBY 2U5 Available Hurse-RN = s6.20@ [E] O
@ Bank MAGRIS, LEAH Zu13 Available Nurse-RN @ Bl ]
@ Bank RYAN, TEAGHAN U6 Available Nurse-RN 2208 OF O
Comments : Status : pending %
no bank/pool staff avail. need approval for

PARMINDA - Agency X

agency-

#pproved by ops mangsr Tim for ageacy (RN GRADE 2 YEAR 7) (Nurse Divisio...

save || Refresh

N /RSING+ \
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If agency staff not in the system, you will need to click on ‘Add Agency Staff’

Ward Deficits ~ Staff Availability = Hourly View  Overview  Bulk Allocation  Staff Communication
Staff Allocation - Coronary Care WSH - 14/05/2019 - AM

Department [Coronary Care WSH (WSH-AD152) - Unfilled Shifs 1 v|[ Show H Refresh H Availability
Workforce Skill Types:
Staff Requests
Skill Type
Vacant Pool AM 070000 - 153000 Roster Vacancy MNurse-RN
Staff Search - [By Name W |Miche|le Read | O Previously Worked

Staff Type:  [IBank [/Pool _INRT []Fultime []Part-time ™]Agency

Staff List - | Show Staff Defail_|| Add Agency Staff_| >

Staff Records RLGELERIELLIGEEE Search Staff S

Add New Agency Staff
First Name: Michelle * Required
Last Name: Read " Required

Enter name and click on ‘check staff name”.

[ Reset || Check Staff Name

Complete all the fields in the staff details and click in ‘Add

Staff Staff Details
Agency: |~— ‘ v \
Check staff member has EMR access by searching mobile Grade Code: [ [*]
number in the Agency EMR checklist. Staff needs to be Skill Type: ( | ]
showing as active in this checklist to be able to access EMR. AHPRARegNumber|  |AHPRARegister
Gender:
Crassn

Return to the staff request screen and follow the confirm booking with agency process. i.e. search for name, show staff detail,
add availability and confirm into shift.

N RSING+ L\
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Editing Requests

You can edit the request by clicking on the ‘Request Details’ tab

Request Staff E

| Request Detalls%‘[ %\ec\alllng | Allocation | Availability | Deployments || shift Split | Request Log

Department : Surg Ward 3 East WWH

Shift Date :  08/05/2019 - AM Activity Group © {Beds [+ }Dln Charge
shift Time - 07:00 [E3-/15:30 [E Paid [08:00 [&] %
Skill Type : Nurse-RN,
Staff Type : \:Pool ‘ v | Staff List : \ ‘ v }O Suggested O Staff Agreed
Rationale : \ilncreased Ward... " | Attribute :
Allowance : [Joncallaliwce [certificate [JInCharge
Comments : |Roanld Blythe- airway/free flap Status: Vacant
approved ¢ cullsy Booked Staff:
Suggested Staff:
Skill Types:
Grade Code:
Requested: 07/05/2019 09:03

Confirmation:

Save || NotRequired || ShowDetais |[ UnabletoFill |[ Refresh |[  Close |

If the request has been made in the wrong ward you can go to the ‘Deployment’ tab and use the dropdown box to change ward.

Request Staff

| Request Details | Specialling || Allocation | Availability |§Dep|oyment5§“ shift Split | Request Log

Department Start Time End Time Rationale Type Skill Type
|'Surg Ward 3 East... | v \|D7:DD 15:30 |’Increased Ward A... | v || Nurse-RN | v |

You can also see what has been done with the request by going to the ‘Request Log’ tab.

Request Staff

| Request Details | Specialling | Allocation || Availability | Deployments || Shift Spli

Allocation Status Member Time Stamp
Request Staff Linda Pacock (ID: 260) 07/05/2019 09:03
Update Shift (WF) Linda Pocock (ID: 260) 07/05/2019 09:06

Cancelling a shift
When a casual staff member needs to be cancelled from a shift -

If within 24 hours:

. consider other shift deficits that could be offered to this person
. Phone them to notify of cancellation
o If no answer, send an SMS message

If more than 24 hours notice — send SMS cancellation

N RSING+ \
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Taking a Pool staff sick call

When a Pool staff member calls in sick, you need to:

. remove them from their booked shift,
. remove their availability and make a notation — personal leave
. in Rosteron, change their shift to personal leave - unauthorised

Replacing a Confirmed Shift following staff call in sick

If a staff member already booked for a shift calls in sick — go to ‘staff availability’ in allocations module

. Enter staff name, click on refresh
. Click on ‘go to book’ and into relevant date / shift
. Remove from shift
. Click on pencil next to staff member’'s name who is calling in sick
Staff Requests
Skill Type
Confirmed Pool AM - 07:00:00 - 15:30:00 Increased Ward Acuity Nurse-RN TRINH, YULIYA -
Confirmed Pool AM - 07:00:00 - 15:30:00 Professional Development  Nurse-RN HOPLEY, CELESTE ? #

This will open the request.
Click on the red exclamation mark next to staff members name to make shift Status : Vacantx
vacant and remove availability.

Shift will become vacant. Booked Staff :

How to view all pool and bank staff for the morning shift

Click ‘Allocation’ — ‘Hourly View’ and click ‘Advanced’

Allocation
) B © Ward Deficits
Ward Deficits  Staff Availability m Over s A
. © Staff Availability
Hourly View
© Hourly View

. th
Friday 10° May View: ®) Department ® Hour  ® Skill Type

1 3 . 5 1 O staff O peficit O Rationale © Overview

° Bulk Allocation

_ © staff Communication I

TRINH, YULIY € Shift Reconciliation

l Refresh H Advanced I@

Select date/Time and check ‘Staff Name’ box and the Staff Type ‘Pool’ and HOPLEY, CEL © shift Search | ‘Bank’
and click refresh

N RSING+ L\
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Shift Reconciliation  Shift Search  §

[Viay v][2078 vTocey  ®

Mon Tue Wed Thu Fri  Sat Sun

Ward Deficits  Staff Availability m Overview  Bulk Allocation  Staff Communication

Hourly View (6]

] h
Friday 10" Ma )

Y Y View: @ Department ® Hour @ Skill Type 1 2 ][ 312 5

1 3 . 59 O Staff O Deficit O Rationale e1[7 E] ][ 12

. 13 14 15 16 17 18 19

2 |[A][2][23][2a][25][2%

Date / Time : 07:00 v 27 [ 28 ][ 29 [ 30 ][ 31

Attributes [ startTime [JEndTime Department StaffName StaffType SkillType [ Grade
[ Rationale Deploymentinfo

Allocation . " .

Status: [vacant [ NotRequired [ Pending [Jconfirmed []cancelled [ ]UnableToFill [ NoShow

Rationale Type: [ ] Roster Vacancy [ Personal Leave [JUnplanned Leave [_|Professional Development
[ Additional Beds Occupied [Jincreased Ward Acuity O Special - Psych O Special - Behavioural
[ oncall/iReCall ["] surplus Staff

Department: | v \

Staff Type: [JFull-ime [ Part-time [] Permanent [ Part-timeExtra [ Redeployment [] Overtime ¥Pool ¥ Bank
DAgency

Skill Type Workforce Skill Types

Options: [1Show Supply

°

This will show you all Pool and Bank Staff

08/05/19

7:00 8:00 9:00 10:00 11:00 12:00 13:00
Birthing Ward WSH - CASSIDY, MICHELLE - Bank - Nurse-RN

Birthing Ward WSH - NotRequired - Pool - Midwife Nurse RN Midwife

14:00 15:00

Birthing Ward WSH
Birthing Ward WSH
Birthing Ward WSH
Birthing Ward WSH

Coronary Care WSH
Coronary Care WSH -

Coronary Care WSH
Coronary Care WSH

Coronary Care WSH

Coronary Care WSH

Coronary Care WSH - LE, AN
Coronary Care WSH
Coronary Care WSH
Coronary Care WSH
Coronary Care WWH Coronary Care WWH - ERIKSS

Day Proced Unit WSH

Day Proced Unit WSH

Coronary Care WSH - CARREON, MERLINDA - Pool - Nurse-RN
Coronary Care WSH - NETTLETON, LAURA - Pool - Nurse-RN

Day Proced Unit WSH - GHUGE, KAVITA - Bank - Nurse-RN

Day Proced Unit WSH

Day Proced Unit WSH - THAPA, KARUN - Pool - Nurse-RN

Coronary Care WSH - CA

Day Proced Unit WSH - DHANJU, AMAN - Bank - Nurse-RN

Day Proced Unit WSH

Day Proced Unit WSH - KAUR, RAMANDEEP - Bank - Nurse-RN

Day Proced Unit WSH

Day Proced Unit WSH - NotRequired - Bank - Nurse-RN

Diabetes Edu WWH

Diabetes Edu WWH - UnableToFill - Pool - Nurse Consultant

Diabetes Edu WWH

Diabetes Edu WWH - UnableToFill - Pool - Nurse Consultant

ED Nursing WSH

ED Nursing WSH - VO, THUONG - Bank - Nurse-RN

ED Nursing WSH
—

—_— W ——aal

N /RSING+
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How to find ‘Safety’ roles

Go to Allocations — Ward Deficits — select ‘Shift Search’

Western Health | Home | Refresh | Help | WHCN\ReadML | Logout

health-e ,
workforce solutions

WEGEMSTHCE  Staff Availability  Hourly View  Overview  Bulk Allocation  Staff Communication  Shift Reconciliation  Shift Search @

Allocation

Ward Deficits ® 2019 v|Today @
Mon Tue Wed Thu Fri Sat Sun

Tuesday 7" Ma . .
VIR Osly: [wardDeras v Claipepts [ [ [ [

09-20 Skill Type:  Workforce Skill Types: 8 8|9 [10][ 1112
- 13 14 15 16 17 18 19

20 21 22 23 24 25 26
[ Refresh |-| Bulk Alloc@tion || shit search | @ 77 |[28 (23 |[30][ 3

Select date range and shift type, then click ‘Advanced Search’ and

. select allocation status (e.g. vacant, confirmed, etc)
. select ‘patient safety’ and ‘staff safety’ in rationale type
w
Shift Search
Search
Search By: ® Filter O Shift Number
Shift Date: < f30i05/2023 i To [31/05/2023 D
Department: | |- |
Agency: |- ks
Staff Type: CJFull-time I Part-time ) Permanent [ Part-time Extra [ Redeployment [ Overtime CPoaol CJ Bank ClAgency
Shift Type: Call B am Cpm CNight

< Advanced Search
Allocation Status: C'Wacant | NotRequired (CJPending B Confirmed [ Cancelled [ UnableToFill £ NoShow
Skill Type : Workforce Ski REs.
Rationale Type: [ Staff Safety Patient Safety [ Additional Beds Occupied [ Personal Leave
S = onal Development [ Overtime Rest [ Roster Vacancy
[CIChange of Roster ) COVID-19 Related Leave [ Statewide Emergency Response [ Project Resource
CISurplus Staff

Shift List
Display Option: Change View
Page: 12
Date Shift Time Department Status Rationale Grade Staff Hours Comment
Behavioral special
required Staff did not
300052023 AM 08:55-15:30  Coronary Care WWH Confimed  Patient Safely WP1  KAUR PARAMJEET 2 (FCH) 6.08 amive until 0855 rac)
confirmed with ward
and FCH -CM
Special for Magdalena
. . . - Michalcewicz
JN0S2023 AN 07:00 - 15:30 ED Mursing W5H Confirmed Patient Safety IN38 KAUR KULJNDER 8 (Confirmed by f@
message: ld=1028963)
300052023 AM 07:00-15:30  ED Nursing WSH Confirmed Patient Safely  IN38  MARTINEZ, ANA CHRISTINA 8 Special for Yuliana Lay #*(3)
300052023 AM 07:00-13:00  ED Nursing WWH Confirmed  Patient Safely WP1 SEKHOM, GURPREET (First Call) 55 g’@
Bed 6 Frances \is
Covid Positive
30052023 AM 07:00-15:30 GEMWard WWT (Hazeldean) Confimed Patient Safety IN38  SINDHI, REKHA 8 WWanderer staff unable g‘?@
to keep Pt in room risk
to co Pi's and staff.
30/05/2023  AM 07:00-15:30 RADU i LS
00 - 15 (Ward 2G) WSH Confirmed  Patient Safety  IN38  OJHA, MABINA 2 CasunBank £3

This will give you a list of all safety requests. You can edit the view by using the dropdown box and clicking ‘change view’.
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