Overview of Rostering and Leave & Absence
This guidance explains how Rostering and Leave & Absence (L&A) interact in PeopleXD, what information managers and supervisors will see, and where responsibilities sit. Detailed step-by-step guidance for Rostering and for Leave & Absence is available separately:
View roster and set availability - for rostered staff 
Check annual leave balance and request/ cancel annual leave - for staff 
Complete sickness absence record - for staff 
Manage staff rosters - for roster supervisors

How Leave & Absence and Rostering Work Together
When Rostering and L&A are both enabled, leave/ absence is managed through the L&A functionality but is visible within roster views and calendars.
· Employees can request leave (full day, part day, or specific hours) against appointments (staff contracts) that are enabled for both Rostering and L&A.
· Once approved, leave appears alongside rostered shifts in calendars and the Roster Builder.
· Leave/ absence does not remove or replace the original rostered shift in the employee’s calendar. Both the rostered shift and the approved leave are displayed.
· The Roster Builder updates to reflect approved leave, allowing managers to identify gaps that may need resourcing.
Where an employee holds multiple appointments:
· Employees must choose which appointment they are requesting leave against.
· Leave requested against a non-rostered appointment does not impact the roster.

What Employees Will See and Do
Employees can:
· Submit, amend, and cancel leave requests (including approved leave).
· View approved leave alongside their rostered shifts in their calendar.
· Receive system notifications when leave is submitted, approved, rejected, or cancelled.
· For variable hours employees, update their availability.
Permanent employees should manage time away using leave requests rather than the roster availability tool.

What Managers Should Expect
Managers are responsible for leave approvals and will see the following:
· System notifications when leave requests are submitted or cancelled.
· Approved leave reflected in the Roster Builder and co-worker calendars.
· Visibility of employee availability changes for variable hours staff.
· Leave balances automatically updated following approval or cancellation.
Important points:
· Only Work Group/Line Managers can approve leave. Delegated approvals are not currently supported for L&A.
· Appointments set up as “Absence Only” cannot have leave recorded against them; only absences can be entered.
· When leave is approved, the associated rostered shift may initially move to a “Not Published” state until the roster is republished.

What Roster Supervisors Should Expect
Roster Supervisors have visibility of leave and availability but have limited system notifications.
· Approved leave is visible in the Roster Builder and calendars.
· Availability changes and leave status can be viewed, but no system notifications are sent to Roster Supervisors.
· If leave impacts roster coverage, off-system communication (e.g. email or conversation) is recommended so roster adjustments can be made in a timely way.

System Behaviours and Known Limitations
Managers should be aware of the following system behaviours:
· Approved leave does not remove rostered shifts from employee calendars; both display together.
· Cancelling leave (approved or unapproved) removes the leave from the roster and calendar and updates balances automatically.
· Recurring leave requests can be created, but may not always display consistently on the roster if the employee is not rostered every week.
· Leave cannot be requested or recorded for “Absence Only” appointments.

Notifications and Visibility Overview
	Action or Change
	Staff Notified
	Work Group Manager Notified
	Roster Supervisor Notified
	Roster / Calendar Updated

	Leave request submitted
	✔️
	✔️
	❌
	✔️

	Leave approved
	✔️
	✔️
	❌
	✔️

	Leave cancelled
	✔️
	✔️
	❌
	✔️

	Availability changed (variable hours)
	✔️
	✔️
	❌
	✔️

	Sickness recorded
	✔️
	✔️
	❌
	✔️



Key Takeaway
Leave/ absence is an L&A process but is visible within rostering tools. Work Group Managers retain approval responsibility, while Roster Supervisors rely on visibility rather than notifications. Clear communication remains essential to ensure rosters can be adjusted effectively when leave is approved or changed.

