ROSTER SPECIFICATIONS 2026 Com mU nico m

= Roster

STAFF SCHEDULING

Roster plans who works where and when across your libraries. It shows gaps before they

happen and flags rule problems before you publish.

Fortnight ~ Month  Payperiod 26 October to 1N Coverage heatmap: next eight weeks
Mon 26 Tue 27 Wed 28
Main Library
CIRCULATION
Priya Nair ' 9:00 to 5:00 l 9:00 t0 5:00 ( 9:00to 5¢ Oak Hill
Circulation desk - 40 h
Riverside
B Tom Alvarez ( 12:00 to 8:00 ( 12:00t0 8
Circlation desk - 40 Lstatiais | l" " ' “l“ “l
Grace Whitaker 10:00 to 10:00 to @Covered @Thin @Short  Closed
[0 Circulation, shelving 6:00 6:00
24h

GAPS THIS WEEK
CHILDREN'S AND REFERENCE

Riverside, Reference desk
@ ga‘r;a Ol::feoi . ' 9:00 to 5:00 ( 9:00 to 5:00 ( 9:00 to 5: Short  Tuesday 3:00 to 6:00. One of two needed. Post as open st
hildren's desk - 32 h Nobody with the reference skill

ﬂ Hannah Brooks ( 1:00 to 9:00 ( 1:00t0 9:
Reference - 32 h = Main Librarv. Children's desk -

Weekly plan Coverage against opening

See the week by person or by desk hours

and move shifts by dragging them. Compare who is scheduled with when
each library is open. Every gap gets a
plain reason.

Open shiftboard  Weeks waiting for approval Wednesday 28 October List Main Library

Leave | Swaps | Openshifts = Offers DAY BY SERVICE POINT
8 -] 10 n = 1 2 3 4
Marcus Lee Cireiilationdesk Priya Nair Tom Alvarez
o Leave - 2 to 4 November Pendir

Sick child. Covered by the Saturday pool.
Y Y p Children’s desk Dana Okafor
Priya Nair and Tom Alvarez PR
Two-way trade, both agreed.
Shelving (off-desk) Clce RS

Children's desk needs one more person from 5:00 to 7:00. The
desk's minimum is two.

i

Hannah Brooks
@ Claim - Children's 5:00 to 8:00 Pendir
Fills an open position.

Ben Carter
@ Claim - Children's 5:00 to 8:00 Pendir
Second claim for the same shift.

Open shifts, leave and swaps Today board

Staff claim shifts, ask for time off and A live view of who is on, who is on
swap. Managers see the effect on break and what is still open.
coverage first.

hello@communico.us T 1.888.928.0701

Compliance rules Re-check ne

Rest between shifts
At least 10 hours between one shift and the next

() Longest run of days
No more than 4 days in a row

() Maximum weekly hours
Over the limit set on each person

Credential expired

Blocks |

Warn 30 days before first aid or a background check  Cannot be ¢

lapses

() Double booking e
Two shifts for one person at the same time, at any library !

() Travel time between libraries

Compliance rules

Rules for rest, long runs of days,
weekly hours and double booking.
Each one can warn or block.

Pay period: 12 to 25 October By branch

Person Payroll no. Ordinary Satu

Priya Nair 10482 64.0

Tom Alvarez 10517 56.0

Grace Whitaker 10533 345

Dana Okafor 10561 580

Hannah Brooks 10590 480

Luis Ortega None No payroll number. Held ba
YOUR PAY CODES BEFORE YOU EXPORT

Pay periods and payroll
export

Turn worked hours into a file your
payroll system can import.

WWwWWw.communico.one
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B

Copy, templates and repeats

Start from last week, a saved standard week or a copied
desk.

B

Staffing plan

Decide in advance which desks give way when you are
short.

g)
3
Substitute pools

Keep named lists of people to ask first when a shift needs
cover.

O

Time clock

Staff clock in at a point you set up and see their
timesheet.

€3

Presenters and invoices

Book outside presenters and pay them from the same
screen.

N ! l Empower your staff
A \

(“) Claim open shifts themselves

(“) Request leave from their own
’ login

N (“) Swap shifts with colleagues

Communico specification sheets
Available to download at www.communico.one

T 1.888.928.0701

hello@communico.us

_
-—

Rotations

Set a pattern that repeats over several weeks and apply it
ahead.

©

Skills and credentials

Record what each person is trained to do and when it
lapses.

[

Availability and calendars

Staff say when they can work and see their shifts in the
calendar they already use.

©

Visiting shifts
A person keeps one home library and can be rostered at
others.

Q

Notices

Staff hear about new, changed and open shifts in your
own words.

y Help managers

(“) Spot gaps before they
happen

(“) Catch rule problems before
publishing

©) Export hours for payroll

communico@nlB

WWwWWw.communico.one




