Run Review Calculation Matrix Guide — Non Shift Roster

1) Open the Run Review Calculation Matrix template
2)
3) Enter the following items:

RMO Type into the RMO Group field

Number of review weeks

~ooo o

DHB and Service name into the Service 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

Save as a new 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 RMO’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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4)

Delete
these
rows

5)

Once all of the RMO names have been entered into the worksheet delete any RMO name rows that are
not required (see example below)

RUN REVIEW TOTALS CALCULATION SHEET

SERVICE:

AOHE Mental Health

ROSTERED HOURS MONDAY
TO FRIDAY PER DAY (AS PER
RUN DESCRIFTION)

05001600

RMO GROUP:

Registrar

Run Review Stant
Date

24i0z2tz020

RMO NAME

ROSTERED
HOURS

MON - FRI

RDO

STUDY &
CONFERENCE
LEAVE

UNROSTERED

HOURS ANNUAL LEAVE

ALL OTHER
LEAVE

CALLBACK

DO Jakin Smith

o

0 0

]

Or Jane Ooe

MO 3

RO 4

RMO 5

RMO &

RMOT

RMO &

RMO 3

RMO0

RO

RMO 12

RMO13

RMO 14

RMO 15

RMO 16

o|lo|lo|lo|lo|lo|o|o|o|lo|lo|lo|lo|o|ao|lo

o|lo|lo|lo|lo|o|o|flo|fo|o|lo|lo|o|o|o
o|lo|lo|lo|o|lo|o|o|o|lo|lo|lo|lo|o|o

EMO 17
AL

adv |

Totals Calculation Matrix

Ao|lo|lo|lo|lo|o|lo|e|lo|o|(o|a|lo|o|le|o

il
alculation Matrix RMO 1

olo|lo|lo|lo|lo|la|la|lala|lalala|la|la|lala

il
Calculation Matrix RMO 2

il
Calculation Matrix RMO 3 Ca

olo|lo|lo|lo|o|o|o|o|o|lo|lo|lo|lo|o|o

The worksheet should look like the below once the extra rows have been deleted.

RUN REVIEW TOTALS CALCULATION SHEET

SERYICE:

¥DHE Mental Health

ROSTERED HOURS MONDAY
TO FRIDAY PER DAY (AS
PER RUN DESCRIPTION)

0300+ 1600

culation Matrix RM

Co|lo|lo|lo|lo|lo|o|o|o|o|lo|lo|lo|lo|o|ao|lao

4

G

RMO GROUP:

Feqistrar

Bun Review Start
Date

240202020

RMO NAME

ROSTERED
HOURS

MON - FRI
RDO

STUDY &
CONFERENCE
LEAYE

UNROSTERED

HOURS ANNUAL LEAYE

ALL OTHER
LEAYE

CALLBACK

TOTAL

D Jabn Smith

1

1

I I I

i

D Jane Doe

I

I

0 0 0

I

ROSTERED HOURS

MON-FRI RDOD

UNROSTERED HOURS

AMMUAL LEAYE

STUDY & COMFEREMNCE LEAVE

ALL OTHER LEAVE

CALLBACKS

TOTAL CATEGORY HOURS
EXCL CALLBACKS

TOTAL CATEGORY HOURS
INCL CALLBACKS

MO, OF WEEKS RUN REVIEW
CONDUCTED

TOTAL NUMBER OF RMOS

Hotes:

Rastered haurs include ardinary days, night shft and lang days.

TOTALE

Man - Fri RDO includs rostered days off [enber the number of haurs they wers rastered for the day). Thiz alze includes an ROD becauze of night shift

“when enbering ang leave haurs snsure pau anly enber 3 mazimum of & haurs

perind was not neceszarily reflective of this

Mate: Night dutics, long daps and weckend shiftz are shared scrozs 2 number of XOHE Mental Health Registrars and the run revicw

Mumber of weeks in run review period

Mumber of weeks in run

(Entor eitherd, 5,61

26
Total number of nights over 26 week run
Number of Registrars contributing to night duty
Mights warked per Registear per run
HO 0!
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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: XDHB Mental Health
NAME: @
ROSTERED
DAY DATE START TIME FINISH TIME HOURS
VWEEK ONE
Monday 241022020
Tuesday 2540242020
Wednesday 2EI02I2020
Thursday 27022020

Ewiclmar

LTyt T Tyt Ty

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 0830 — 1830
Rostered hours = 8
Unrostered hours = 2

F/ \ H I J K L M

A E [ [m] E
STUDY &
ROSTERED | SHARED | MON- R8I (UNROSTERE | ANMNUAL ALL OTHER ADDITIONAL
; [Ty LA S IRE (LTSI TALE HOURS }zﬁTER RD}\ D HOURS LEAVE CD';'_';F\'E"CE LEavg | CALLBACK DUTIES
s |WEEK ONE \
»
g |Monday brizf2am B30 1830 B 2 b. Annual Leave c. Additional Duties 0830-1630
w |Tuesday na02i201 &30 1630 g Annual Leave = 8 Enter times worked
Additional Duties = 8
1 [Wednesday 0021207 &30 2230 & &
i |Thursday oiozizam &30 630 & /
i [Friday TozizomM ¥ \
«
 |Saturday i2i0zizam 0330 1630 g
5 [Sunday 1302i20m i -
d. Night shift
& |TOTAL WK1 Rostered Hours = 10 . 32 6 0 z 8 o 0 0 8
T WEEK TWO Mon-Fri RDO = 8
& |Monday oz 2230 &30 ~SA 10 > g
i |Tuesday 15i02i20m z230 &30 0 g e. Example of Sleep day
sn |Wednesday 1E0Z20T 2230 830 10 g Mon — Fri RDO = 8
21 |Thursday T7i0zizam z230 &30 0 g
55 |Friday ei0zzom 5 4]
o Saturday 15i0z1z0M
24 [Sunday 20/021201
»5 | TOTAL WEEK 2 i} 40 40 o o 0 0 0 0
2 |WEEK THREE
57 [Monday 2v0zizam &30 1630 g
25 |Tuesday Z2i02120mM &30 630 &
sy |Wednesday Zainzizam &30 1730 g 1
f. Weekend Duty

Thursd 241021201 &30 B30 g
ag [1STEY Rostered Hours = 16
4 [Friday R0z &30 630 &
4o [Saturday ZEIN2120M &30 2230 B g
43 [Sunday ZTinziz0 &30 2230 1
44 |TOTAL WEEK 3 40 32 0 1 o 0 0 0 0
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Unrostered hours
RMO duties worked: 0830 — 1830
This is to be entered as follows:
e Rostered hours = 8 (they are rostered from 0830 - 1630)
e Unrostered hours = 2 (they worked extra hours from 1630 - 1830)
Leave
Timesheet states that the RMO was on annual leave for the 11/02/2011. 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.
Even if their normal rostered day is 0800 — 1630 (8.5 hours) they still need to be entered as an 8 hour
aay.
Additional Duty
RMO duties worked: Saturday 12/02/2011, 0830 — 1630 as additional duties
This is to be entered as follows:
e  Start Time and Finish time are still to be entered
e Additional Duties = 8
Nights
RMO duties worked: 2230 — 0830
This is to be entered as follows:
e  Rostered hours 10 (they are rostered on from 2230 - 0830)
e  Mon-Fri RDO (Rostered Day Off) = 8
Sleep day
If rostered for a sleep day, they should have 8 hours entered in for Mon-Fri RDO on that day
Weekend duties
RMO duties worked: Saturday 0830 — 2230

This is to be entered as follows:
e Rostered hours = 14 (they are working from 0830 — 2230)

Rostered Day Off
If RMO is on RDA terms and conditions RDO is entered as an 8 hours long in the RDO column

If RMO is on SToNZ terms and conditions and they are observie RDOs then this will need to be entered
as 8 hours of annual leave.
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h.

Complete the adjustment table as below:
Enter the following information into the adjustment table:

a) Run review length — either 4, 5 or 6 weeks

b) Number of weeks in run. Please note that the Number of weeks in run is dependent on whether
this is a 2/4/6 month Registrar run or a 13 week House officer run. Example below is for a 26

week (6 month) Registrar run.

¢) Total number of nights over the run - e.g. 26 weeks x 7 nights = 182 nights

d) Number of RMOs contributing to nights

e) Number of hours per night duty — enter the length of night duty shifts e.g. 10hours
f)  Actual hours of night duty worked per RMO over the period of review — use the run review shift

count sheet to calculate this number

lote hifts are shared across a number of DHE Service 3£ cers and the run revie
er of weeks in run review period a)
=rof wesks in run b) 5
Tataln er of nights aver 2 eek run
= C)
er of House cers con ng to nigh d)
lights worked per Houss CET per run
of hours p g e)
Tataln =r of hours of nig per 2 sek run
Average hours of night duty per week for each House Officer
oIVt
Actual hours of night orked owver period of revie f)
o of actual weeks in revie
Average hours of actual night duties worked per House Officer during review
FOIVio!
Total to be added to average weekly hours for night duty
oIVt
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g) Run Review length e.g. 4,5 or 6 weeks
h) Number of weeks in run

i)  Number of weekday long days covered over the run — e.g. 26 x 5 = 130 weekday long days
) Number of weekend shifts covered over the run — e.g. 26 x 2 = 52 weekend long days

k)  Number of RMOs contributing to weekday Long Days
) Number of RMOs contributing to shifts on weekends

m) Number of hours per weekday long day (only count Long Day component not ordinary hours e.g.

from 1600 — 2230 rather than 0800 - 2230)
n) Number of hours per weekend shift (count entire day)

0) Actual hours of long day and weekend shifts worked over period of review — use the run review

adjustment count sheet to calculate this number

) 25
Total number of weskday long days aver 28 week run ))
Tatal number of waskend =hiftz aver 28 weskrun J)
er of House CErs con ng to weekday long days k)
er of House cers contributing to weekend shifts |)
eekday long days worksd per Houze CEr perrun
sr of hours per weskday lang da m)
zrof hours per weskend 2 n)
Total number of hours of weekeday long day and weskend shifts per House Officer over 26 wesk run
Average hours of long day and weekend shifis per week for each House Officer )
0V I0!
Actual hours of long day and weekend shiftz waorksd aver period of review for DHB Service Name 0)
o of actual weeks in revie
Average hours of actual long day or weekend shifts worked per House Officer during review )
0V I0!
Total to be added to average weekly hours for long days and weekend shifts
FDIVID!

20 DHB & SToNZ MECA National Manual — Clause 12 Salary Scales and Wages
Run Review Calculation Matrix Guide Non Shift Roster Version 1.0

Page 7 of 8
Endorsed date: 10/03/2020




REHO ryps

SZHIFT COUHT

Huurr par
rhift [akuvas

mrdimary
'.ikli: Imnyg da] hmurr msix) T-I_":r TOTAL unrkasd TOTAL HOURS
Shift code:
Shift code:
Zhift zade:
Wasksnid rhifrr murr par rhify T-I_":r 'I'ﬂ'l'ﬂ. TOTAL HOURS

Zhiftcode:

Zhift zade:

Zhiftcode:

Zhiftcode:

Zhift zade:

Zhiftcode:

'I'-_Il;p- 'I'ﬂ'l'ﬂ. TOTAL HOURS
Zhife zpde:
Zhift code:
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