Run Review Calculation Matrix Guide — Shift Roster
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Enter the following items:
District and Service name into the Service field
RMO Type into the RMO Group field

Rostered Hours (as per the run description)
Names of RMO's. If the RMO is part time please enter their FTE next to their name

Number of review weeks

Open the Run Review Calculation Matrix template

Save as a hew document to the appropriate location (under change management on sharepoint)

FTE of RMO’s in the individual service (use FTE rather than the number of RMQO’s)

Please note: The information highlighted in yellow will pull through to the individual calculation
worksheets automatically so please ensure you enter these fields correctly
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b. RMO Group

__- E E I C I g l 0 e.g. Registrar
c. Rostered Hours FUN REVIEW T LS CALC ULATIDN SHEET
e.g.
0800-1800 — D shift A X
X ICE: Seraincd RHO GROUF: Ficqirtrar
1200-2400 — A shift
1000-0800 — N shift [|rosTerED noURS HoRDA—]
10 FRIDAT FER DAT (AS FER | LLELRRLELIL]
: |RUH DESCRIFTION)
E
STUDT &
ROSTERED UHROSTERED ALL OTHER
RHO HAHE HOURS HON - FRI RDO HOURS AHHUAL LEATE | COHFEREHCE e TOTAL
: LEATE
1 [SERMIGEY, RR0d (X1 0.0 000 w00 0.0 0.0
3 [SERMIGEY, Rt (X1 0.0 000 w00 0.0 0.0
SER\'IG%MDB (X1 0.0 000 w00 0.0 0.0
/!
d. Names Of. RMO S. Siyﬁﬂ.ﬁmod (X1 0.0 000 w00 0.0 0.0
e.g. Dr Smith or if Wencrvrmos 000 .00 0.0 00 .0 .00
part time Dr Smith  [[zermcer,rros o.on 0.00 000 o 000 0.00
(0.5 FTE) B 000 000 o.00 i [ 0
o [SERMICEY, RHO2 [ X1 (X1 i i LX) [ X2
5 [SERMICEA, RHOS [ X1 (X1 i i LX) [ X2
 |FERMIGEA, it 10 (X1 000 a0 XL [ [ X
 |FERVIGEA, M 11 (X1 000 a0 XL [ [ X
a |FERMICEA, itz (X1 000 a0 XL [ [ X
o0 |FERMICE L RO 3 (X1 000 a0 XL [ [ X
21 |FERMICE L RO 14 (X1 000 a0 XL [ [ X
22 |FERMICE AL RO S (X1 .00 a0 XL [ [ X
21 |FERMICE L RO 1 (X1 0.00 Gl XL [ [ X
24 |FERMICE L RO AT (X1 0.00 .00 XL [ [ X
25 [FERMICE L RO 43 (X1 0.00 i XL [ [ X
2 |FEFYICEL RO (X1 000 Qi XL [ [ X
o |FERYICELRHOZ0 (X1 000 a0 XL [ [ X
Balea:
e. Number of weeks
. FOSTERED HOURS Fomulerrd bunrn inaludr srdinarg dagn, sighlabfland lnngdags.
of the review
e g 4 5 or 6 MOH-FRI RDO Ham-Pri R0 innladr rmalerrd daga afF [ralee lbr aambrr af buara lbeg uree realeeed ur lir dug]. This slusisalades 2o BOO beasner oF sigh kil
.g. 4,
UHROSTERED HOURS
"
AHHUAL LEAYVE Yihenralrringaun leane b e qunnalyraler 2 manimem uf 1y
STISY & GONFEREHGE LEAYE

f. FTE of RMO’s in

ALLDTH:M

the individual TOTAL CATEGORT HO :
. EXCL SHARED ROSTER Al
service CALLBACKS S
e.g. 1 Full Time, 1 [lwo.oFweekzRUHREWEW -
. (&
Part Time (0.5) TOTAL HUMEER: OF RHOS

would be 1.5 RMO’s

FARTICIFATING M REVIEW

MO, OF LEAVEWEERE

TOTAL HUMEER OF RETIEW

M 4 » wly  SharedTotals Calu:ulatu:n Matrix

mher of EH s parlinipalingin lbe rrair

o Thin baurd an FTE ralbee [binmn us,

mher ar EHn
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4)

not required (see example below)

RUN REVIEW TOTALS CALCULATION SHEET

Once all of the RMO names have been entered into the worksheet delete any RMO name rows that are

SERYICE: ‘ XDHE ICU RMO GROUP: ‘ Fiegistrar ‘
ROSTERED HOURS MONDAY N E——
TO FRIDAY PER DAY [AS 0300 1200 D, 12002400 &, 1000- 000 -H un E‘"r' BT 2400242020
PER RUN DESCRIPTION) ate
ROSTERED MON - FRI UNROSTERED SIUE ALL OTHER
RMO NAME HOURS RDO HOURS ANNUAL LEAYE CDNLI:EI:ZAF;I-ENCE LEAYE CALLBACK TOTAL
D John Smith 0 0 i 0 0 [i 0
D Jane Smith o o 1) ) o n )
Or Jo Banks i} i} o o i} n o
RMO 4 0 0 i 0 0 [i 0
RMOS 0 0 [ [ 0 [ [
RMOG 0 0 0 0 0 i 0
RMOT 0 0 i 0 0 [i 0
RMO 8 0 0 [ [ 0 [ [
RMO9 0 0 0 0 0 i 0
Delete | | T a a 0 a a 0 a
these R0 1T [ [ o o [ 0 o
rows RO 12 0 0 0 ] 0 0 ]
RMO 13 0 0 i 0 0 [i 0
RMO 14 0 0 [ [ 0 [ [
RO 15 0 0 0 0 0 i 0
RMO 16 0 0 i 0 0 [i 0
L RMOT? o o [ o o [ o
HNotes:
ROSTERED HOURS Rstered hours include ardinary duys, night shit and lang days. TOTALE
5) The worksheet should look like the below once the extra rows have been deleted.
RUN REVIEW TOTALS CALCULATION SHEET
SERYICE: XDHE 1CU RMOD GROUP: Fegiztrar
ROSTERED HOURS MONDAY S ——
TO FRIDAY PER DAY [AS 000+ 1200 0, 1200 - 24008, 1000 = 0500 - M un 'ED‘":' ar 240242020
PER RUN DESCRIPTION]) ate
ROSTERED MON - FRI UNROSTERED STUDY & ALL OTHER
RMO NAME oting S LT ANNUAL LEAYE | CONFERENCE I CALLBACK TOTAL
LEAYE
Dr John Smith 0 i 0 i i i i
Dr Jane Smith 1} a 1} a a 0 a
OrJo Banks 1} 1} 1} 1} 1} 0 1}
Hotes:
ROSTERED HOURS Fuastered hours include ordinary days, night shft and long days. TOTaLS
MON-FRI - RDO Mar - Fri RO incluk rostered days off (enter the number of hours they were rostered for the day). This alss includes an DO because of night shift
UNROSTERED HOURS
ANNUAL LEAVE Wihen entering any leave hours ensure you only enter 3 mazimum of & hours
STUDY & CONFERENCE LEAYE
ALL OTHEE LEAVE Pate: Might dutics, long dans and weskend shifts are shared serass 3 number of XOHE 10U Fregiztrars and the ran review perisd was
not necessarily reflective of this
CALL BACKS Number of weehs in run review period
Mumber of wesks in run 26
TOTAL CATEGORY HOURS ]
EXCL CALLBACKS Total number of nights aver 26 week ran
TOTAL CATEGORY HOURS ] Lo
INCL CALLBACKS Number of Fegistrars contributing b night duty
MO. OF WEEKS RUM REVIEV n iFrbarnithard & £ Miahts worked oer Fleaistrar oer run
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6) Delete the extra RMO Calculation Matrix worksheets for the service.

Please note: These worksheets will have #Ref! as the RMO name.

RUN REVIEW CALCULATION SHEET

SERVICE: XOHB ICU
HAME:
ROSTERED | MON-FRI | UNR(
DAY DATE START TIME FINISH TIME HOURS RDO .
VWEEK OME
Monday 2410212020
Tuesday 2500212020
Wednesday 2610212020
Thursday 2710212020
Friday 28/02/2020
Saturday 28002/2020
Sunday 10302020
TOTAL WK 1 0 0
Hint: To delete more than one worksheet at a time, hold down the CTRL key and select the sheets you wish to
delete.
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7) Enter the hours recorded for the RMO onto the appropriate Calculation Matrix worksheet. (Information on how to enter on next page)

a) Worked 0800-1830 ETUDTY & ALL
FIDETEHJ R | ANNUAL CALLEAC | ADDITION
DAY DATE ETART TIME FINIZH TIME D HOURY Rostered hours = 10 2 LEAYE CONFEREN DTHER K AL DUTIES
1 Unrostered hours = 0.5 CE LEAYE LEAYE
WEEK DNE /\
Monday 240022020 00 1500 0
Tuesday SS02I2020 800 1515 10 \ 0.25 C) Additional ~ Duties
g 0800-1800 —
Wednesday 2E/0212020 &00 1500 0 \ Enter times worked
| Additional Duties = 8 1
Tharzday 2riai20z0 o0 15350 0 0.5
Friday 2H022020 — | \
Saterday 2300202020 | ] &
Sunday 032020 &0 Bo0 4 10
TOTAL WK 1 40 075 L] o 1] L] 10
YEEK Tw0D
d) Night shift
Monday 2isi2020 Rostered Hours = 10
Tuezday H0E2020
Wednesday 402020 ~NA
Tharsday SAOE2020 1000 &00 10
Friday B0 2020 330 ] 0 0.5
Zaturday ThE2020 10000 &30 0 0.5
Sunday &0E2020 1000 ann 10 1
40 2 L] o 1] L] L]
WEEK THREE
Monday 032020
Tuesday 10ME2020
b) Annual Leave
Wednesday Mioz202z0 Annual Leave = 8
Tharzday 1202020 &
Friday 130542020 5 4
Saturday 140052020
Zunday 150302020 \
TOTAL WEEK 3 0 0 16 0 0 0 0
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a. Unrostered hours
RMO duties worked: 0800 — 1830
This is to be entered as follows:
e Rostered hours = 10 (they are rostered from 0800 - 1800)
e Unrostered hours = 0.5 (they worked extra hours from 1800 - 1830)
b. Leave
Timesheet states that the RMO was on annual leave for the 12/03/2020 — 13/03/2020. Leave the start
time and finish time columns empty and put 8 hours in the appropriate leave column (in this case the
Annual Leave Column).
Please note: Leave needs to be entered only as 8 hour days and only deducted for Monday to Friday.
C. Additional Duty
RMO duties worked: Saturday 01/03/2020, 0800 — 1800 as additional duties
This is to be entered as follows:
e Start Time and Finish time are still to be entered
e Additional Duties = 10
d. Nights
RMO duties worked: 2200 — 0800
This is to be entered as follows:

e Rostered hours 10 (they are rostered on from 2200 - 0800)

8) Delete the adjustment table from the front sheet.
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