[bookmark: _GoBack]How to Manage Suspensions on E-Rostering System – Roster Manager’s Guidance
It is essential before inputting anything to do with suspension of colleagues on the E Rostering system that you have spoken to the HR Manager (HR Advisory Team) who will advise you whether the suspension is paid or unpaid. The Trust’s position would normally be that the suspension is on full pay however there are circumstances when this is not the case e.g. when the employee is in contravention of professional registration requirements or not available for work.  
Full pay means this will include basic pay plus enhancements for unsocial hours if the employee routinely receives this as part of their normal pay.
To maintain employee confidentiality the unavailability shows as Authorised Absence on the roster and the cancel reasons used should only be as detailed below
Paid Suspension where enhancements are usually paid
To input the suspension
1. Do not add the unavailability first
Instead cancel any duties already laid down by highlighting them, holding the CTRL button on your keyboard and clicking on the shifts so you get a blue outline around each shift. Then right click select “Cancel” and input as below. 
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2. If no shifts have been put down already open “Show Vacancies” and pull down shifts reflective of the employee’s normal working hours – you only need to do this for nights and week end working i.e. only those shifts that are going to pay enhanced rates. You then cancel as in step 1.

3. You can then input the Unavailability as below, ensuring you reconcile the weekly hours with the colleagues contractual weekly hours so you do not create a problem with your net hours. [image: ]
Your roster should look like below with the unavailability also showing a lock
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If you right click on the cancelled shift when locked select “View Duty Assignment”/ “Timesheet” you can also check on the enhancements to be paid.
Paid Suspension where no enhancements are usually received.
You can add the unavailability described in 3. Straight away, the shifts will automatically cancel and the cancel reason will be shown as “Unknown”. No payments will be generated when locked. 
Unpaid Suspension
You can add the unavailability described in 3. Straight away, the shifts will automatically cancel and the cancel reason will be shown as “Unknown”. No payments will be generated when locked
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Be aware
Please also advise the Workforce Team in HR where Unpaid so that they can stop the basic pay.
Inputting the unavailability is for accounting for the absent hours not for payment.
Only cancelled shifts with the cancel reason “HR Auth Paid Absence” go onto the Timesheets for payment of enhancements. The system needs to know the type of shifts and the hours to calculate the correct payments as it cannot get this from just inputting the unavailability alone.
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