
 

 

Assigning Duties to external staff 

All shifts that have been worked in your Dept / Ward will need recording on Healthroster for audit 

purposes 

1) Find the shift in the vacant duties you want to assign, right click on the shift to amend the 
times first to reflect the working hours 
 

       

2) You then need to right click on the shift again and choose option ‘Find Person’. 
 

 

 

 

 



 

 

3) In the pop-up box, you will then need to select the ‘search’ tab, choose the 
substantive unit from the drop down box, type in the employee’s surname and click find. 
 

 

 

4) Once found, click on the name and click ‘assign candidate’ at the top right hand corner of the 
box. This will then assign the shift to the employee you have chosen and will appear at the 
bottom of the roster under ‘external staff’.  
 

 

5) If the staff member will be remaining with you for any length of time, you should now be able to 
find them in ‘external staff’ and drag and drop shifts to them like you would with your other 
substantive staff members. It is better to do this in a 2 week view as otherwise they will 
disappear weekly from the roster. 


