
Is replacement 
clerk available?
(PT or Casual)

Yes

No

Replacement/
Alternative clerk is 
allocated to vacant 

shift

Is the vacant 
ward a high 

priority?
Yes

No

Can a ward clerk 
be moved from 
another space?

Clerks are asked to 
cover two spaces 

ensuring all essential 
tasks are 

completed. 

Ward Clerks calls in 
sick. 

No

Yes

Will clerk be 
late?

Yes

No

Allocators advise 
NIC/MIC of clerk's 

ETA via text 
message

Allocators advise 
NIC/MIC of the 

arrangement via 
text message

Clerk informs 
Clerical Allocators 

they may be late to 
work

NIC/MIC to advise 
Clerical Allocators 
that clerk is absent

Clerk does not 
attend work without 

notification
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