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SCHEDULING
SANITY
CHECKLIST

7 THINGS TO CHECK BEFORE
FINALISING YOUR EMPLOYEE
SHIFT SCHEDULE
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All employee
availabilities
considered
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Clear, confirmed
communication
sent

Scheduling
software reviewed
and optimised

Labour laws
and rest periods
followed
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Roles assigned
based on skill
and training

Shift demand
matched using
past data
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On-call or
backup coverage
in place




