Job Aid: Implementing a Duty Roster122
Use this job aide to help introduce a duty roster to your staff.

	1. EXPLAIN the importance of using a duty roster and the benefits regarding workload, morale, and productivity in creating a working team environment.

	2. DISCUSS the need to define expectations regarding work assignments.

	3. INVITE input from your staff in developing these expectations.

	4. DOCUMENT and POST the agreed upon expectations in the lab.

	5. ENFORCE the duty roster.

	6. ROTATE workstation assignments on a regular basis.


	Suggested list of expectations to discuss with your staff

· Duties to be completed at each assigned workstation.              For example:

· Daily- tasks that must be completed at the start of the day before patients are received:

· Inspect work area

· Organize work area for testing

· Perform, analyze, record system checks, environmental checks, and QC

· Weekly – coordination of tasks when roster assignment involves several staff members during the week

· Monthly/As-Needed – coordination of tasks when roster assignment involves several staff members during the month

· Responsibility for the roster each month

· Process for request of days off while roster is under development

· Process for resolution of conflicting requests, such as seniority

· Decision of where the roster will be posted

· Decision of when the next month’s roster will be posted.

· Procedure for change requests after the roster is posted (define who is responsible to find a replacement)

· Notification process for work absences (to whom, by when)

· Process for unmet expectations which are predefined 

· Responsible person to monitor, follow up, and resolve noncompliance issues


