[Company Logo]   [Company Name]
WEEKLY SHIFT ROSTER
	Unit / Team:
	[Company Name] – [Department]

	Week:
	[DD/MM/YYYY] (Mon) to [DD/MM/YYYY] (Sun)

	Prepared by:
	[Supervisor Name]



	Employee Name
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun
	Weekly Hours

	[Employee Name]
	[09–17]
	[09–17]
	[14–22]
	[14–22]
	[WO]
	[22–06]
	[22–06]
	[Hours]

	[Employee Name]
	[09–17]
	[09–17]
	[14–22]
	[14–22]
	[WO]
	[22–06]
	[22–06]
	[Hours]

	[Employee Name]
	[09–17]
	[09–17]
	[14–22]
	[14–22]
	[WO]
	[22–06]
	[22–06]
	[Hours]

	[Employee Name]
	[09–17]
	[09–17]
	[14–22]
	[14–22]
	[WO]
	[22–06]
	[22–06]
	[Hours]

	[Employee Name]
	[09–17]
	[09–17]
	[14–22]
	[14–22]
	[WO]
	[22–06]
	[22–06]
	[Hours]



Shift Leads and Standby
	Day
	Morning Lead
	Evening Lead
	Night Lead
	Standby

	Mon
	[Employee Name]
	[Employee Name]
	[Employee Name]
	[Employee Name]

	Tue
	[Employee Name]
	[Employee Name]
	[Employee Name]
	[Employee Name]

	Wed
	[Employee Name]
	[Employee Name]
	[Employee Name]
	[Employee Name]

	Thu
	[Employee Name]
	[Employee Name]
	[Employee Name]
	[Employee Name]



Notes
1. Minimum manpower: Morning [No.], Evening [No.], Night [No.].
1. Swaps must be approved by the supervisor and recorded on this sheet.
1. Weekly hours must not exceed the limit set by the Working Hours Policy.

	______________________________
Prepared by
[Supervisor Name]
Date: [Date]
	______________________________
Approved by
[Department Head]
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