Dear 

Attached is a copy of the relief rota that you have been assigned to.  This is now in use throughout the Service and in time, all LAS Relief Staff will be working this roster.  You will commence working line 

 on 


 2003.

Set out below are some general notes, some specific guidance on how this roster will work, followed by the ‘rules’ applicable to Relief Staff within the Service.

General

1. All full time operational staff are contracted to work 39 hrs. per week and work in accordance with an agreed roster. This will have varying working days and hours each week, but over the cycle of the roster the weekly hours will average 39.

2. This roster has a ten-week cycle and therefore each individual working it must work 390 hours in that period. Any hours allocated/worked in excess of or less than 39 per week will be carried forward and the appropriate adjustment will be made in the final two weeks.

At stations where the core shifts are less than 9 hours, relief staff will routinely be planned off of their station / complex to work longer shifts at neighbouring stations to prevent a short-fall in hours worked.  Any adjustment of less than a complete shift will be carried forward to the next cycle of the roster. 

Long term secondment to another rota may impact upon the number of hours worked and in these situation it will be necessary to review this on an individual basis at the end of the period of secondment. 

3. All Rest days shown on the rota must remain as days off. These cannot be changed to working days by the Resource Centre. Days shown as RAN on the rota are Rest after Nights and will follow a series of night shifts.

4. On lines 1 - 8, E (Early Shift) L (Late Shift) N (Night Shift) are an indication of the type of shifts that you will be working.

An early shift may start at any time from 0600hrs. to 1100hrs and finish no later than 1900hrs A late shift may start at any time between 1200hrs and 1800hrs (and will finish no later than 2400hrs. prior to a rest day.  A night shift can start at any time between 1800hrs and 2400hrs.

No more than 4 x 12 hour shifts will be allocated in succession or a series totalling more than 56 hours unless by mutual agreement. Unplanned shifts will generally commence at 0700,1500,1900 or 2200 hrs(subject to local variations on core rota.  Resource centre will advise on shift notification).

5. Shift duration may vary but will generally be between 6 and 12 hours and you will be allocated shifts within this range. If you do not wish to work 12 hour shifts you should advise the appropriate Resource Centre Manager.

6. Any allocated shift can be changed by the Resource Centre with 24 hour notice to cover unforeseen absences. However, every effort will be made to avoid doing this on lines 1 - 8 on the rota.
7. No less than 12 hours between shifts unless by mutual agreement.

8. You will be given 14 days notice of your duties - shift time, location, call sign etc.

Notification of this will be sent direct to your home address to avoid any problems with mis-directed or delayed internal mail. 

Where your weekly duties sheet identifies that you are unplanned (“U/P”) or spare (“SP”) you may wish to contact the appropriate Resource centre nearer the time to ascertain your precise duties.  

9. Any hours worked in excess of your planned hours will be paid as overtime. For example if you are planned to work from 0800 - 1800 and sign off duty at 1930hrs, 10 hours will count towards your contractual hours and 1½ hours overtime should be claimed. If you choose to work on your Rest Day, again this will be paid as overtime and would not count towards your contractual hours.

10. Lines 9 & 10
This part of the roster will be used to adjust your total hours. If you have worked your total contractual hours in lines 1 - 8 you will be stood down for all of these days. If however you need to continue working in order to meet your total contractual hours, the Resource Centre will allocate you duties to satisfy this requirement

11. You must report direct to the location that you are rostered to work from - not your base station and the following provisions will apply.

· Any appropriate excess travel expenses you incur will be reimbursed at the Public Transport Mileage rate. In this situation excess means expenses over and above your normal home to base travel costs.
· If you are required to work away from your Complex you will also be paid excess travel time. Excess is defined as the difference between your normal home to base and your actual home to work location.

· It is your responsibility to make your own travel arrangements.

12. When you arrive for duty at a station you must make your presence known to the other crewmember you are due to work with. If you have been re-directed there, you should also advise CAC. If you find you are spare or not required, you should contact the resource centre and agree alternative arrangements. In these circumstances if you use your own vehicle to move to another location, additional travel expenses will be reimbursed at the Trust Mileage rate and insurance cover for the journey will be provided by the Service Motor Insurance Policy.

13. Requests for annual leave should be made on a form LA 65 and submitted to your Station Officer or Resource Centre. You will receive a response indicating that the leave is granted or not. If you book Annual Leave prior to the allocation of your shifts then leave will be booked as 9 hrs per shift but if you book leave after the allocation of your shifts then the leave will be as per your shift allocation.

14. Resource Centre Numbers
There are three Resource Centres and each deals with specific Sectors :

Bow Resource Centre

-

0800-068-2557








0207-887-6753

Sectors

Central





East Central

Croydon Resource Centre
-


0800-783-5348








0208-654-9645

Sectors

South East




South West


Ilford Resource Centre
-


0800-068-2556








0208-557-1859

Sectors

North East




North West




West
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	LATE
	LATE
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	REST
	REST
	NIGHT
	NIGHT

	2
	NIGHT


	NIGHT


	NIGHT


	RAN


	REST


	REST


	REST
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	EARLY


	EARLY


	EARLY


	EARLY


	REST


	REST


	REST



	4
	REST


	REST


	EARLY


	EARLY


	EARLY


	EARLY


	EARLY



	5
	REST


	REST


	REST


	LATE


	LATE


	LATE


	LATE



	6
	REST


	NIGHT


	NIGHT


	NIGHT


	NIGHT


	RAN


	REST



	7
	REST


	REST


	LATE


	LATE


	LATE


	NIGHT


	NIGHT



	8
	RAN


	REST


	REST


	EARLY


	EARLY


	EARLY


	EARLY



	9
	REST


	ADJUST


	ADJUST


	ADJUST


	ADJUST


	REST


	REST



	10
	ADJUST


	ADJUST


	ADJUST


	ADJUST


	ADJUST


	REST


	REST




Key

RAN - Rest After Nights

Adjust - Adjustment weeks - only Early or Late shifts to be planned.

