Schedule- Orientation

Monday, May 16, 2022 11:20 AM

Schedules will be managed and displayed through the Shifts app in Teams. This can be accessed by going
to the left hand menu in Teams, choosing the "..." button and then selecting the Teams app from the
menu (tip: if you right click on the Shifts app you should be able to pin it to your menu for easy access!).
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There are two distinct schedules:

e 211 Contact Centre

e Distress Line Program
Navigate between the two by clicking the three lines at the top of the shifts section (note on your phone
they will be listed and you can click based on the programb)k
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Interpreting the Schedule:

Once you are into the Shifts app, there are a couple tools that can make looking at the schedule a little
easier to view and interpret.

1. Colour Coding of Shifts
When viewing the schedule, you may notice different colours displaying:

o Yellow: any shifts listed in yellow mean that the hours of that shift have been modified from
what we would normally expect them to be.

o : any shift listed in purple means the staff member will be doing that shift
remotely.

o : any shift showing a green activity on it, will indicate that this staff member is
covering a monitor shift during their shift. The exact time of the monitor shift will be
displayed in the notes too.

o Dark Pink: Of the current open shifts, these shifts are critical to be filled - I.e. if you are
looking to pick up a shift or any extra hours, it would be most helpful to the program if you
picked up these shifts.

o : Shifts in grey/black are to indicate OFF time.

2. Time Frame
Shifts will default to the Week view (as seen below).
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But if you click on the Week drop down menu:
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...you can choose to view either a Day view, which can be great for visually picturing how
shifts play out over a specific day:

Tody <> Wednesduy Dec28,2021 < /0 ® o
22 1 2 3 4 5 6 7 8 9 W W 121 2 3 4 5 6 7 8 9 W 1

HLSW Schedule /1. -

[y Openshifi [ o am

© 1 [
@ Megan Ar. : i AM- oM

@ i ‘

° Ann Blshun, ‘ 59 .
P

...or a Month view:
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Filter

You can also use the Filter drop down to further refine your view of the schedule by choosing to
look at just the shifts that are occupied or by viewing just the shifts filled by a particular staff
member(s):
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Removing a shift:

If the staff did not work any of their shift due to being sick or something similar, please update
the BuoC channel with their name, time/date of shift, a general description of the reason and tag
the appropriate Team Lead.

Then go into Shifts, find the shift in question and choose to "Move to open shifts".
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Once the shift is removed, we then need to mark that staff as being off. To do this, click into the
now empty slot where their shift was and choose to Add Time Off:
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Please only use the option for Off and do not select Sick or Vacation (as the reason for the time off
can be noted in the Back Up On Call post you make and doesn't need to be broadcast to all the
staff). Then ensure the hours of their shift as listed and that the colour is set to Grey.

If another staff member has agreed to work that empty shift or this was part of a shift swap, you
can then reassign that open shift to the new staff member:
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Editing a shift:

If the staff member is unable to work their entire shift, the time of that shift needs to be changed
or the shift will be covered by another staff member please update the BuoC channel with their
name, time/date of shift and a general description of the reason and tag the appropriate Team
Lead.

Then go into Shifts and choose to "Edit the shift":
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From the Edit screen, you will then choose to change the times for the shift, update the colour
coding of the shift or change the staff member covering the shift entirely:
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e NOTE: watch that when a shift time is edited that the end times are accurate, shifts may extend
the shift to maintain the number of hour originally scheduled.

¢ Some specific examples where we would need to edit a shift can include:
o A staff member needs to work modified hours:

= Edit their existing shift to reflect the updated hours.
= Change the colour of the shift to Yellow to reflect this modification.

o A staff member is splitting their shift with someone else:
= Edit the existing shift to reflect the new time Staff A will work.

= Create a second shift to reflect the time Staff B will work.

= Ensure both shifts are coloured Yellow to reflect their modification.

Colour Coding of Shifts
When viewing the schedule, you may notice different colours displaying:

o Yellow: any shifts listed in yellow mean that the hours of that shift have been modified from
what we would normally expect them to be.

[¢} : any shift listed in purple means the staff member will be doing that shift
remotely.

o : any shift showing a green activity on it, will indicate that this staff member is
covering a monitor shift during their shift. The exact time of the monitor shift will be
displayed in the notes too.

o Dark Pink: Of the current open shifts, these shifts are critical to be filled - I.e. if you are
looking to pick up a shift or any extra hours, it would be most helpful to the program if you
picked up these shifts.

o : Shifts in grey/black are to indicate OFF time.

Reassigning a shift task:

e If due to a shift cancellation or shift modification, a task on a shift needs to be reassigned to
another staff member, go to the shift of the staff member who will be taking on the task:
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e Then choose to add a shift activity:

Add activity

e Add the relevant details and click done.

shift activities

Example: Lunch, Front counter, etc
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e Finally add a quick (albeit slightly redundant) description in the Shift Notes as well (ex. "Monitor
Shift: 0800-1200") as this note will display from the Week view better than the task itself will.

Submitting updates to the schedule:

e Any shift changes will have a star displayed beside them. This means the changes are only visible
to the members of the BuoC team and not to the HLSWSs. Once you're ready to share the changes
you've made, click the Share with team* button:
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e You'll then be able to selectively choose the date range you want to share by selecting a start and
end date. You'll see astericks beside any dates that have unpublished changes. Please be careful to
only share the dates that you've specifically made changes on as there may be changes further
ahead that are not ready to be sent out!

¢ Once you have your date ranges, you can select the Share button. Side note: you can select who
notifications go out to, but unfortunately right now Shifts only supports notifications for users
with Teams mobile apps so it isn't a notification system we'll be relying on!
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