[Company Logo]   [Company Name]
MONTHLY SHIFT ROSTER
	Company / Unit:
	[Company Name] – [Work Location]

	Department:
	[Department]

	Month:
	[Month Year]

	Holidays this Month:
	[DD/MM – Holiday Name]



Shift timings: A [06:00–14:00] | B [14:00–22:00] | C [22:00–06:00] | G [09:00–18:00]. Weekly off day shown in brackets.
	Employee ID
	Employee Name
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Planned Leave
	Night Shifts
	Working Days

	[Employee ID]
	[Employee Name]
	[A (Sun)]
	[B (Mon)]
	[C (Tue)]
	[A (Wed)]
	[B (Thu)]
	[DD/MM]
	[No.]
	[No.]

	[Employee ID]
	[Employee Name]
	[A (Sun)]
	[B (Mon)]
	[C (Tue)]
	[A (Wed)]
	[B (Thu)]
	[DD/MM]
	[No.]
	[No.]

	[Employee ID]
	[Employee Name]
	[A (Sun)]
	[B (Mon)]
	[C (Tue)]
	[A (Wed)]
	[B (Thu)]
	[DD/MM]
	[No.]
	[No.]

	[Employee ID]
	[Employee Name]
	[A (Sun)]
	[B (Mon)]
	[C (Tue)]
	[A (Wed)]
	[B (Thu)]
	[DD/MM]
	[No.]
	[No.]

	[Employee ID]
	[Employee Name]
	[A (Sun)]
	[B (Mon)]
	[C (Tue)]
	[A (Wed)]
	[B (Thu)]
	[DD/MM]
	[No.]
	[No.]



Coverage Summary
	Week
	Shift A
	Shift B
	Shift C
	Gaps / Action

	Week 1
	[No.]
	[No.]
	[No.]
	[Action]

	Week 2
	[No.]
	[No.]
	[No.]
	[Action]

	Week 3
	[No.]
	[No.]
	[No.]
	[Action]

	Week 4
	[No.]
	[No.]
	[No.]
	[Action]



Rules for this Roster
1. Minimum [No.] hours rest when moving between shifts.
1. No employee to be on night shift for more than [No.] consecutive weeks.
1. Any change after publication requires supervisor approval and an entry in the shift change log.

	______________________________
Prepared by
[Shift In-charge]
Date: [Date]
	______________________________
Approved by
[Plant / Operations Head]
	______________________________
Copy to
[HR Name] (Payroll)
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