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There are four important sections to the There are four important sections to the 
Current Staffing RatiosCurrent Staffing Ratios window above.  They window above.  They 
are:are:

FirstFirst –– The The CalendarCalendar (top row (top row -- upper left)  lets upper left)  lets 
you change the day and lets you view the you change the day and lets you view the 
statistics for that day.statistics for that day. These statistics are These statistics are 
based on current residents in the facilitybased on current residents in the facility..
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SecondSecond –– The The RatiosRatios (top row (top row -- middle) gives middle) gives 
the the DefaultDefault numbers of nurses that should be numbers of nurses that should be 
on duty for each shift and the on duty for each shift and the CurrentCurrent
numbers of nurses that have been scheduled.numbers of nurses that have been scheduled.
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ThirdThird –– The The Average Hours Per Resident Average Hours Per Resident (top row (top row --
upper right) gives the upper right) gives the DefaultDefault numbers for RN, LPN numbers for RN, LPN 
and CNA hours per resident that should be on duty and CNA hours per resident that should be on duty 
and the and the CurrentCurrent scheduled number of nurses for the scheduled number of nurses for the 
three categories. If you have a number in three categories. If you have a number in redred in the in the 
CurrentCurrent column, that means you are understaffed. In column, that means you are understaffed. In 
the window above the the window above the CurrentCurrent number is number is 0.150.15 for RN for RN 
vs. the vs. the DefaultDefault of 0.4.of 0.4.



5
Copyright © 2010, Ball Research, Inc., 

All Rights Reserved.

Scheduling (continued:)Scheduling (continued:)
Nursing Staff/Resident Ratio for Nursing Staff/Resident Ratio for 

ComplianceCompliance

FourthFourth –– The The Current Staffing for {date}Current Staffing for {date}
(second row (second row -- full window) whatever date is on full window) whatever date is on 
the calendar is displayed for the three shifts the calendar is displayed for the three shifts 
that cover the 24 hours. Note in the Morning that cover the 24 hours. Note in the Morning 
shift (6 AM to 2 PM) there is one RN present. shift (6 AM to 2 PM) there is one RN present. 
However, there are no RN’S present for the However, there are no RN’S present for the 
rest of the day. This ties back to the red rest of the day. This ties back to the red 0.150.15
hours in the Average Hours Per Resident hours in the Average Hours Per Resident 
block. block. 
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Schedule by DefaultSchedule by Default –– If you have a number of If you have a number of 
employees who work the same shift all the employees who work the same shift all the 
time and you entered that data in the time and you entered that data in the 
employee employee PersonnelPersonnel file under the file under the Work Work 
PreferencesPreferences tab, you can then schedule those tab, you can then schedule those 
employees for any number of weeks you employees for any number of weeks you 
choose.choose.
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The way you do this is by selecting theThe way you do this is by selecting the

DepartmentDepartment, , Job TitleJob Title, then select the date on , then select the date on 
the the Starting Date CalendarStarting Date Calendar –– May 14, 2007 and May 14, 2007 and 
the the Ending DateEnding Date Calendar Calendar –– May 27, 2007. May 27, 2007. 
Once all of the selections have been Once all of the selections have been 
completed, check on completed, check on FillFill Default Schedule Default Schedule 
(see window above).(see window above).
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Schedule by ShiftSchedule by Shift –– Since some employees Since some employees 
work odd shifts, those employees can be work odd shifts, those employees can be 
scheduled by using the schedule by shift scheduled by using the schedule by shift 
window (see above).window (see above).

In this window you select the In this window you select the DepartmentDepartment, , Job Job 
TitleTitle, , ShiftShift, , FloorFloor, and , and StationStation..
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Then using the two calendars you select the Then using the two calendars you select the 
Starting DateStarting Date –– May 14, 2007 and the May 14, 2007 and the EndingEnding
DateDate –– May 27, 2007. Finally, you select one or May 27, 2007. Finally, you select one or 
more employees from the left side more employees from the left side EmployeesEmployees
and with the arrow in the center you move and with the arrow in the center you move 
them to the right them to the right Employees To Be Employees To Be 
ScheduledScheduled. Once all of the selections have . Once all of the selections have 
been made, click on been made, click on Schedule ShiftSchedule Shift..



12
Copyright © 2010, Ball Research, Inc., 

All Rights Reserved.

Scheduling (continue):Scheduling (continue):
Edit Employee ScheduleEdit Employee Schedule

The above is a partial The above is a partial EditEdit Employee ScheduleEmployee Schedule window. The window. The 
remaining window was not included for proprietary reasons.remaining window was not included for proprietary reasons.
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TheThe EditEdit Employee ScheduleEmployee Schedule window (see window (see 
above) provides the ability to edit an existing above) provides the ability to edit an existing 
employee schedule to schedule:employee schedule to schedule:

Sick LeaveSick Leave Schedule a HolidaySchedule a Holiday

VacationVacation Medical LeaveMedical Leave

BereavementBereavement Leave of AbsenceLeave of Absence

Requested Day Off Requested Day Off Cancel a ShiftCancel a Shift



14
Copyright © 2010, Ball Research, Inc., 

All Rights Reserved.

Scheduling (continue):Scheduling (continue):
Edit Employee Schedule Edit Employee Schedule –– Cancellation Cancellation 

ExplanationExplanation



15
Copyright © 2010, Ball Research, Inc., 

All Rights Reserved.

Scheduling (continue):Scheduling (continue):
Edit Employee Schedule Edit Employee Schedule –– Cancellation Cancellation 

ExplanationExplanation

The above The above Cancellation ExplanationCancellation Explanation screen screen 
provides a place to record the reason for the provides a place to record the reason for the 
cancellation and the ability to cancellation and the ability to Schedule a Schedule a 
ReplacementReplacement..
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The The Fill CancellationFill Cancellation (see window above) (see window above) 
provides a list of employees who are available provides a list of employees who are available 
to work the shift and their phone numbers. to work the shift and their phone numbers. 
Once an employee has been contacted and Once an employee has been contacted and 
agrees to work the shift, the facility’s rules agrees to work the shift, the facility’s rules 
dictate whether to grant overtime or not. To dictate whether to grant overtime or not. To 
not grant overtime click the not grant overtime click the Grant OvertimeGrant Overtime
button, then click on button, then click on Schedule Selected Schedule Selected 
EmployeeEmployee..
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Scheduling in a facility is where money can be Scheduling in a facility is where money can be 
saved or lost. If you over schedule employees, saved or lost. If you over schedule employees, 
it is costing you unnecessarily. If you under it is costing you unnecessarily. If you under 
schedule, you may be saving in the short run, schedule, you may be saving in the short run, 
but it will cost you dearly in the long run. The but it will cost you dearly in the long run. The 
word will get out that the facility is word will get out that the facility is 
understaffed and not taking care of its understaffed and not taking care of its 
residents, plus it can cost you hefty citations.residents, plus it can cost you hefty citations.
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When we were doing the bottom up research When we were doing the bottom up research 
to develop the scheduling portion of the Ball to develop the scheduling portion of the Ball 
Programs Programs –– management module, the above management module, the above 
paragraph was the unanimous feedback we paragraph was the unanimous feedback we 
received. That is why we built in the received. That is why we built in the nursingnursing
staff to resident ratio calculatorstaff to resident ratio calculator for compliance for compliance 
into the scheduling software. For proprietary into the scheduling software. For proprietary 
reasons we are not going to connect all the reasons we are not going to connect all the 
dots and in fact there aredots and in fact there are
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(continued):(continued):

missing dots. Let’s review the major points of missing dots. Let’s review the major points of 
the scheduling program.the scheduling program.

FirstFirst –– The scheduling program is for all The scheduling program is for all 
departments in a facility.departments in a facility.

SecondSecond –– The The nursing staff to resident ratio nursing staff to resident ratio 
calculatorcalculator for compliance is only active for the for compliance is only active for the 
nursing departmentnursing department
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ThirdThird –– The The Schedule by DefaultSchedule by Default is the most is the most 
economic as you can schedule for months out economic as you can schedule for months out 
into the future for those individuals who have into the future for those individuals who have 
a consistent work schedule.a consistent work schedule.

FourthFourth –– The The Schedule bySchedule by ShiftShift is used for is used for 
employees who work odd shifts.employees who work odd shifts.

FifthFifth –– Besides the functions described above Besides the functions described above 
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(continued):(continued):

the the Edit Employee ScheduleEdit Employee Schedule is also used to is also used to 
edit existing schedules created by edit existing schedules created by Schedule bySchedule by
DefaultDefault or or Schedule by ShiftSchedule by Shift..

SixthSixth –– Our Our Schedule Overtime Cost ReportSchedule Overtime Cost Report
and its companion and its companion Under Utilized ReportUnder Utilized Report
were designed to help schedulers and were designed to help schedulers and 
management keep labor costs within budget.management keep labor costs within budget.
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(continued):(continued):

If you have questions about the scheduling If you have questions about the scheduling 
programs or any of the other management programs or any of the other management 
programs, please reach us by using our programs, please reach us by using our Have aHave a
Question?Question? or or Contact UsContact Us functions on this web functions on this web 
site.site.
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