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NHS Golden Jubilee Values Statement  

 

What we do or deliver in our roles within the NHS Golden Jubilee (NHSGJ) is 

important, but the way we behave is equally important to our patients, 

customers, visitors and colleagues. We know this from feedback we get from 

patients and customers, for example in “thank you” letters and the complaints 

we receive.  

Recognising this, NHSGJ has worked with a range of staff, patient 

representatives and managers to discuss and promote our shared values 

which help us all to deliver the highest quality care and service across the 

organisation. These values are closely linked to our responsibilities around 

Equality. 

 

Our policies are intended to support the delivery of these values 
which support employee experience. 
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1. Introduction 
 
The aim of the Health and Care (Staffing) (Scotland) Act 2019 is to provide a 
statutory basis for the provision of appropriate staffing in health and care 
service settings, enabling safe and high quality care and improved outcomes 
for service users.  It will do this by ensuring that the right people with the right 
skills are in the right place at the right time, creating better outcomes for 
patients and service users, and supporting the wellbeing of staff.  
 
NHS Golden Jubilee recognises the value of its workforce and is committed to 
supporting staff to provide high quality services. Whilst acknowledging the 
need to balance the effective provision of service with supporting staff to 
achieve an appropriate work life balance, it is recognised that the Board 
needs to be able to respond to changing service requirements. A flexible, 
efficient and robust rostering system is the key to achieving this objective. 
 
Strengthening workforce planning, supported by appropriate rostering, will 
ensure that the board has the right people, in the right numbers, in the right 
place, at the right time. 

2. Aim of this policy 
 
This policy aims to assure the provision of safe, effective and person centred 
services. This requires planning to ensure there are the right staff available, at 
the right time, in the right place and with the necessary skills and training 
required. 
 
Safe and effective rostering relies on a number of key ingredients which 
include having the correct numbers and skill mix of staff recognised within the 
funded establishment of the department. 
 
It is recognised that some staff groups already have validated workforce 
planning tools that have been mandated for use within NHS Boards and form 
part of the planning and setting of establishments, planning future services, 
local delivery plans and inform the ongoing requirements for training i.e. 
nursing. 
 
Whether a workforce planning tool is available or not, managers are required 
to have effective workforce plans which support service delivery. Alongside 
these plans, local rosters should be developed and there must be rostering 
policies which are developed utilising the principles of this board policy. 
 
By ensuring the effective utilisation of the established workforce through 
efficient rostering, managers should improve the utilisation of existing staff 
and minimise supplementary staffing use (bank/agency) and reliance on 
overtime to support gaps in the rosters.   
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3. Scope 
 
The principles in this policy are applicable to all Departments/ teams and staff 
employed within the NHS Golden Jubilee. 
 
Nursing staff should also refer to the NHSGJ Nursing Workforce Rostering 
Policy for full detail of the rostering principles which have been agreed for this 
workforce group. 

4. Associated Documents 
 
This policy should be used in conjunction with a number of other policies and 
procedures including:  

 Adoption and Fostering Leave Policy  
 Agenda for Change, Terms and Conditions of Service  
 Annual Leave Policy   
 Annualised Hours Policy 
 Attendance Policy 
 Capability Policy 
 Career Break Policy   
 Carers guide 
 Compensatory Rest Protocol 
 Embracing Equality, Diversity and Human Rights Policy   
 Flexible Working Policy 
 Flexible Working Policy 
 Home Working Policy 
 Job Share Policy   
 Managing Workforce Change Policy 
 Maternity Leave Policy   
 Maternity Support Paternity Leave Policy   
 Medical and Dental Terms and Conditions of Service  
 Nursing Workforce Roster Policy 
 Parental Leave Policy   
 Personal Relationships Policy 
 Reasonable Adjustments Policy 
 Reduced Working Year Policy 
 Retirement Policy   
 Secondment Policy  
 Shared Parental Leave Policy   
 Special Leave Policy  
 Trans Inclusion Policy 
 Working Time Regulations Policy  

5. Principles 
 
The workforce is a significant resource of the Board, which requires 
underlying principles to ensure effective utilisation through efficient and safe 
rostering. 
 

https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182279|0|-1|1444081|35132818&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Leave/Adoption%20and%20Fostering/Adoption%20and%20Fostering%20Leave%20Policy%20Golden%20Jubilee.pdf
https://www.msg.scot.nhs.uk/pay/agenda-for-change
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182281|0|-1|1444084|35132790&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Leave/Annual%20Leave/Annual%20Leave%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182243|0|-1|1444053|35132846&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%2520BOARDS/GJNH/POLICY%2520PROCESS%2520AND%2520Ts%2520AND%2520Cs/Flexible%2520Working/Annualised%2520Hours/Annualised%2520Hours%2520Policy%2520Golden%2520Jubilee.pdf
https://workforce.nhs.scot/policies/attendance-policy-overview/
https://workforce.nhs.scot/policies/capability-policy-overview/
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182244|0|-1|1444054|35132808&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Flexible%20Working/Career%20Break/Career%20Break%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182289|0|-1|1444095|35132772&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Leave/Special%20Leave/Carers%20Guide%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1253940|0|-1|1712518|35132898&indexid=361&terms=golden%20jubilee%20compensatory&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Terms%20and%20Conditions/Agenda%20for%20Change%20Staff/Compensatory%20Rest%20Protocol%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182229|0|-1|1444045|35132818&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Equality%20and%20Diversity/Equality%20and%20Diversity/Embracing%20Equality%20Diversity%20and%20Human%20Rights%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182245|0|-1|1444055|35132846&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Flexible%20Working/Flexible%20Working/Flexible%20Working%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182245|0|-1|1444055|35132905&indexid=361&terms=golden%20jubilee%20flexible&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Flexible%20Working/Flexible%20Working/Flexible%20Working%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182249|0|-1|1444059|35132846&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Flexible%20Working/Working%20at%20-%20from%20Home/Home%20Working%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182247|0|-1|1444057|35132838&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Flexible%20Working/Job%20Share/Job%20Share%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/2.NATIONAL%20BOARDS/GJNH/ORG%20CHANGE%20AND%20TUPE/Organisational%20Change%20Process/Managing%20Workforce%20Change%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182283|0|-1|1444088|35132865&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Leave/Maternity%20and%20Breastfeeding/Maternity%20Leave%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182284|0|-1|1444089|35132865&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Leave/Maternity%20Support%20Paternity%20Leave/Maternity%20Support%20Paternity%20Leave%20Policy%20Golden%20Jubilee.pdf
https://www.msg.scot.nhs.uk/pay/medical
http://nwtc-sharepoint/sites/huddle/Policies/Nursing%20Workforce%20Rostering%20Policy.docx
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182285|0|-1|1444090|35132818&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Leave/Parental%20Leave/Parental%20Leave%20Policy%20Golden%20Jubilee.pdf
http://nwtc-sharepoint/sites/huddle/Policies/Personal%20Relationships%20Policy.docx
http://nwtc-sharepoint/sites/huddle/Policies/Reasonable%20Adjustment%20policy.docx
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182248|0|-1|1444058|35132790&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Flexible%20Working/Reduced%20Working%20Year/Reduced%20Working%20Year%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1177433|1|98658|1469866|35132881&indexid=361&terms=golden%20jubilee%20retirement&x=/policies/retirement-policy-golden-jubilee/98658
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182225|0|-1|1444040|35132780&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Contracts%20and%20Amendments/Secondment/Secondment%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182287|0|-1|1444093|35132845&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Leave/Shared%20Parental%20Leave/Shared%20Parental%20Leave%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182291|0|-1|1444097|35132865&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Leave/Special%20Leave/Special%20Leave%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1182232|0|-1|1444048|35132846&indexid=361&terms=golden%20jubilee%20policies&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Equality%20and%20Diversity/Equality%20and%20Diversity/Trans%20Inclusion%20Policy%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Terms%20and%20Conditions/Working%20Time%20Directive/Working%20Time%20Regulations%20Policy%20Golden%20Jubilee.pdf
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The purpose of this policy is to ensure that duty rosters are produced to an 
agreed standard, which is consistent Board wide. 
 
To achieve this, robust team and department duty rotas are an essential 
aspect of any well managed area. 
 
Managers are accountable for the effective management of duty rotas within 
their area, by: 

 Minimising clinical and non clinical risk by ensuring that the appropriate 
number and skill mix of staff is available to provide person centred, 
safe and effective service 

 Making sure rosters are prepared using existing resources to meet 
service demand 

 Ensuring appropriate leadership within the environment at all times  

 Ensuring appropriate deployment of staff within and, where appropriate 
across service 

 Management of the standard of duty rotas within the area of 
responsibility: ensuring that rosters are fair, consistent, fit for purpose 
and that no member of staff is disadvantaged through the workings of 
this policy 

 Effective management of time out or predicted absence added to 
establishment’s e.g. planned annual leave, study leave, maternity leave 
etc 

 Improving the monitoring and management of sickness and absence 
by department and/ or individual, generating comparisons, identifying 
trends and priorities for action 

 Enabling the legal requirements of the Working Time Regulations to be 
met whilst meeting the demands of the service 

 Making sure staff feel valued as a resource by ensuring a fair and 
equitable system to manage working time 

 Moving staff within and across the service area where safe and 
appropriate to do so within scope of employment contract and sphere 
of professional competency in order to maintain safety and high 
standards of person centered service. 

6. Guidance  
 
In conjunction with the Working Time Regulations (WTR) policy and the 
NHSGJ Work-Life Balance Policy and Procedures, the effective utilisation of 
the workforce in Board wide departments will support a fair and consistent 
roster and will provide a safe workforce level, which meets with service needs 
and demand.  
 
The Board supports the principles regarding work life balance, flexible 
working, family friendly working and maintaining the health and wellbeing of 
our workforce. However, this will be set against the optimisation of staff to 
ensure safe levels of staffing and skill mix to maximise the quality of patient 
care and reduce clinical and non-clinical risk. The Board in line with public 
sector duty legislation under the equality act will consider requests for flexible 
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working but may decline them if this pattern does not support the 
requirements and needs of the service. All other factors are secondary to this, 
including requests, preferences, team coverage and study leave.  
 

7. Terms and Conditions of Service 

7.1 Hours of the Working Week 

The standard hours of all full-time NHS staff covered by this pay system is 
37½ hours for Agenda for Change Staff and 40 hours for Medical Staff, 
excluding meal breaks. Working time will be calculated exclusive of meal 
breaks, except where individuals are required to work during meal breaks, in 
which case such time should be counted as working time.  

7.2 Working Time Regulations  

The Working Time Regulations detail rights and obligations relating to working 
time and rest time. The main provisions cover the following points: 
 
• a limit on average weekly working time to 48 hours  
• a limit on night workers’ average normal working time to 8 hours  
• requirement of employers to offer free health assessments (night workers) 
• minimum daily and weekly rest periods  
• rest breaks at work  
• paid annual leave.  
 
Working time will be calculated exclusive of meal breaks, except where 
individuals are required to work during meals, normally in response to an 
emergency situation, in which case such time should be counted as working 
time.  
 
More information is available in the Working Time Regulations Policy. 

7.3 Daily Rest Periods 

Employees are entitled to a daily rest period of 11 consecutive hours in each 
24-hour period. This effectively means that there must always be 11 hours of 
rest between shifts. 
 
Where the daily/weekly rest requirements cannot be met, an equivalent period 
of compensatory rest must be provided.  Further guidance on this is contained 
within the Compensatory Rest Protocol or for Medical Staff, they should refer 
to their national terms and conditions of service.    

7.4 Weekly Rest Periods  

Employees are entitled to a rest period of 24 hours over a 7-day period. This 
can be averaged over a two-week period (i.e. two rest days over a fortnight). 

https://www.nhsnational-hr.scot.nhs.uk/AdminV9/Tracker/ClickTracker.aspx?type=search&id=1253940|0|-1|1712518|35132898&indexid=361&terms=golden%20jubilee%20compensatory&x=/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Terms%20and%20Conditions/Agenda%20for%20Change%20Staff/Compensatory%20Rest%20Protocol%20Golden%20Jubilee.pdf
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7.5 Rest breaks  

Where the working day is longer than six hours, all staff are entitled to take a 
break of at least 20 minutes. Rest breaks must be taken during the period of 
work and should not be taken either at the start or the end of a period of 
working time. Employees should be able to take this rest break away from 
their work station. In exceptional circumstances and by agreement with the 
worker, where a rest break cannot be taken the unused entitlement should be 
claimed as a period of equivalent compensatory rest. Line managers should 
ensure that provision is made to allow compensatory rest to be taken. Existing 
local arrangements which already provide for breaks of more than 20 minutes 
(e.g. 30-minute lunch breaks) will meet the requirements of this provision and 
no further action will be needed.  
 
In circumstances where work is repetitive, continuous or requiring exceptional 
concentration, employers must ensure the provision of adequate rest breaks 
as an integral part of their duty to protect the health and safety of their 
employees. In such circumstances the advice of local occupational health  
services should be sought.  

 
7.6 Overtime  
 
NHS Golden Jubilee will work on the principle that overtime will be an 
exception. However, it is accepted that, on occasion, overtime will be 
required. 
 
All NHS GJ employees (with the exception of those who are not entitled to 
reimbursement of overtime) will be subject to the same terms and conditions 
for overtime: 

 Working overtime is entirely voluntary and cannot be made 
compulsory. 

 Overtime should be viewed as a response to a one-off need (albeit that 
the need may continue for several weeks). Managers should consider 
options such as temporary staff and should review staffing levels on a 
regular basis to ensure that all posts are loaded fairly.  

 All requests for overtime must be appropriately authorised as 
departmental. 

 Overtime will normally be worked on weekdays, weekday evenings and 
weekends. 

 Overtime on Public Holidays should only be worked in exceptional 
circumstances. 

 Staff required to attend a place of work because of an emergency 

callout should refer to NHS Circulars PCS(AfC)2012/4 (Arrangements 
for Agenda for Change Staff Who Undertake On-call Duties 

https://www.sehd.scot.nhs.uk/pcs/PCS2012(AFC)04.pdf
https://www.sehd.scot.nhs.uk/pcs/PCS2012(AFC)04.pdf


 

9 
 

8. Responsibilities 

8.1 NHS Golden Jubilee 

 In partnership with local trade union/ professional organisation 
representatives, agree a Rostering policy and ensure this is 
implemented through the Board. 

 Ensure that appropriate resources are allocated to services/ 
departments to fund staff complements. 

8.2 Director of Human Resources 

 Holds overall responsibility for ensuring all Board departments and 
teams are able to deliver safe effective and person centered patient 
services with appropriately skilled staff. 

 Responsible for ensuring and reporting through internal governance 
structures that effective monitoring/ audit is in place within the board to 
ensure all areas meet the principles set out in this policy. 
 

8.3 Executive Directors/ Directors/ Associate or Deputy 
Directors 

 Hold responsibility for ensuring all areas and teams are able to deliver 
safe effective and person centered patient services with appropriately 
skilled staff. Any variance should be escalated to the Director of 
Human Resources. 

 Ensures support mechanisms are in place to achieve full compliance 
with the Rostering Policy, where applicable. 
 

8.4 Managers and Heads of Service 

 Responsible for ensuring compliance with the Policy in their areas of 
responsibility 

 Will approve and sign off the agreed staffing resource for each area / 
department with the Management Accountant within their service. 

 Are responsible for providing a completed and authorised roster to 
their teams with a minimum of four weeks advanced notice prior to 
start of roster. 

 Will ensure that staff are rostered for sufficient shifts to meet their 
contracted hours. 

 Are responsible for ensuring appropriate senior/ experienced cover and 
leadership at all times. 

 Are responsible for ensuring that reasonable adjustment arrangements 
in place to support any individual who has an impairment are integrated 
into the rosters. 
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 Are responsible for ensuring the health and wellbeing of all members of 
staff and ensure support is available as required. 

 Are responsible for the fair and equitable allocation of planned leave 
with consideration to service needs e.g. annual leave, study leave, 
parental etc. 

 Are responsible for considering a reasonable number of roster 
requests from staff, ensuring fairness and equity in working patterns. 

 Are responsible for monitoring the quality of the service provided and 
addressing any issues ensuring these are communicated to staff to 
improve the quality of service 

 Are responsible for investigating any reports of staffing shortages and 
taking steps to prevent recurrence. 

 Will proactively manage any known gaps in the roster prior to the roster 
being authorised. 

 Are responsible for monitoring and escalating factors which impact on 
staffing levels, e.g. sickness, including fitness to work concerns, 
seasonal pressures and respond to these appropriately. 

8.5 Team Lead/ Line Manager/ Roster Creator 

Where required: 

 Will ensure that the expenditure does not exceed the allocated funded 
establishment in all areas of responsibility. 

 Will ensure that there is sufficient staff in the right place at the right 
time, based on the agreed and funded skill mix, with the required 
competencies, to meet the needs of the service. 

 Will ensure that reasonable adjustment arrangements in place to 
support any individual who has an impairment are integrated into the 
rosters. 

 Will ensure the fair and equitable allocation of planned leave e.g. 
annual leave, maternity leave, study leave, parental leave etc. to ensure 
that predictable absence allocations are monitored and met each week 
within the roster. 

 Will ensure that the health and wellbeing of all members of staff is 
considered when creating rosters. 

 Will consider a reasonable number of roster requests from staff, 
ensuring fairness and equity in working patterns. 

 Will ensure that where specific shift patterns have been agreed due to 
individual circumstances, these are reviewed on a regular basis. 

8.6 Staff 

 Attend work as per the authorised duty roster. 

 Be reasonable and flexible with their roster requests and be 
considerate to their colleagues within the rules set out by this policy. 

 All shift changes should be discussed with and agreed by the team 
lead/ line manager. 

 Staff should notify the team lead/ line manager of changes to a planned 
or worked shift. 
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 Should engage with team lead/line manager when work pattern 
impacts on health and wellbeing. 

 Requesting shifts and annual leave locally via agreed mechanism e.g. 
request book. 

 Be aware that flexibility is required in terms of working at short notice in 
another area in order to meet identified, prioritised need, as 
appropriate. 

8.7 Trade unions/ professional organisations will: 

 In partnership with the NHSGJ, raise awareness of the agreed 
approach to rostering; and 

 In partnership with the NHSGJ, agree a Rostering policy and ensure 
this is implemented throughout the Board. 

9. Policy Review and Monitoring 

 
The effectiveness of this policy will be monitored by the Partnership Forum. 
This policy will be reviewed every 3 years, or sooner as required. 
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Appendix 1 - Rostering Review Tool 
 

Department:     
 

Audit completed by:    Date:      
 

Question Yes No Comments Actions 
1 Are all staff aware of the rostering policy? 

 

 

 

 

    

2 Do the shift and break times conform to 
the Working Time Regulations as set out 
in the policy? 

    

3 Are  staff rostered for the sufficient 

number of shifts to meet their contracted 

hours? 

    

4 Is the skill mix maintained?     

5. Is annual leave allocated as per policy?     

6. Is study leave allocated fairly as per 

policy? 
    

7. Are any of the Worklife Balance 

Procedures in use for any person in 
the ward/ department? 

    

8. Are there  a  minimum  of  4 weeks   of 

completed rosters available for the staff 

to view? 

    

9. Are break time guidelines being followed?     

10.  Is there evidence of annual  review   of 

existing work patterns or arrangements? 
    

11. Has the roster been approved by the 
appropriate senior manager/head of 
department? 

    

 

 


