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Monash Doctors Workforce Team

• Junior and Senior Medical Staff recruitment

• Appointments (classification/notification 
etc)

• Rotation and roster allocation

• After hours roster management

• Administrative orientation

• Roster development and rostering

• Leave cover allocation

• Timesheet and pay issues

• Feedback meetings and sessions with 
HMOs
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Introducing our Team

• Dr Anjali Dhulia – Chief Medical Officer (CMO)

• Dr Jason Goh – Director Medical Services (DMS)

• Dr Anand Ponniraivan – Director Medical Services (DMS)

• Rosemary McKemmish – Wellbeing Officer
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Junior Medical Staff Recruitment Team

• Jade Channell, Team Leader

• Milijana Gligorevic, Recruitment Coordinator

• Amy MacAndrew, Recruitment Coordinator

• Monique Moretti, Recruitment Coordinator
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Junior Medical Staff Operations Team

• Maria Phillips, Senior Operations Coordinator

• Clea Schafer, Senior Operations Coordinator

• Jade Stevens, Operations Coordinator

• Tanya Pikines, Operations Coordinator

• Preeti Virk, Operations Coordinator

• Nicky Efron, Operations Coordinator

• Michele Ah-Fat, Operations Coordinator
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Expectations of Junior Medical Staff



Know your roster

• In addition to your usual day to day shifts, you are responsible for knowing when you 
are on call and when you are rostered for after hours shifts.

• Never assume previous patterns will continue – they often change due to roster 
requests or service delivery changes

• Always review your roster and ensure you advise your Roster Coordinator (within 
Monash Doctors Operations) if there are any anomalies’

• Show kindness and compassion to your colleagues in Monash Doctors Workforce 
when you are called after hours for on call activation or sick leave resolution
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Junior Medical staff rosters

• HMO rosters are generally rostered 76 hour fortnights and Registrar rosters 

are generally 86 hour fortnights (including 10 hrs training time)

• Rosters are published two weeks prior to the commencement of each term on 

R Drive

• Email notification from MDW coordinator with administrative orientation

• Roster shifts accepted by utilised Roster Shift Swap (subject to approval)

• Roster requests accepted (6 weeks prior to roster period – subject to approval)

• Roster is uploaded to Kronos – must match what you actually worked
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Sample Roster
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Job / Role Pager No Employee Name Rostered shift timesEmployee No



Overtime

• Rostered overtime is automatically paid in your KRONOS timecard

• Un rostered over time (additional hours) requires completion of the ‘Additional
hours form’ and be authorised by the Unit Director / Consultant.

• Where you have performed overtime due to a demonstrable clinical need and 
authorisation could not reasonably be made in advance, you may claim for 
retrospective authorisation of overtime (no later than the completion of that 
pay fortnight). 

• The claim must be reviewed by the relevant Program Director, within 14 days 
of the claim being submitted, and authorised if it is deemed to be due to 
demonstrable clinical need. 

• Authorised forms to be provided to Monash Doctors Workforce Operations
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Personal leave

When reporting sick, you must:

• Notify your Unit Director / Consultant on call

• Advise your Registrar

• Notify the Monash Doctors Roster Coordinator
• This ensures your roster and Kronos is updated

• If After hours, notify as soon as practicable
• Minimum 2 hours prior to shift commencement, longer for night shift

• A medical certificate is required if:
• Sick leave is more than one day

• Sick leave is next to or on a public holiday, weekend, annual leave or run of days off

• On call shifts – are treated the same as rostered shifts – you must advise if 
you are unable to fulfil your responsibilities as early as possible
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On Call

When on call, you must:

• Be able to attend work within 1 hour

• Be in a fit state to work (not under influence of alcohol or unprescribed drugs)

• Be available / contactable – phone switched on at all times

• On call for ALL sites and units to cover unexpected vacancies
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Getting Paid



Pay Day – H Pay Run (fortnightly)

4/02/2022 15

• You must check and approve your 
timecard in Kronos every fortnight –
Deadline for sign off is 11am Monday 
(after the end of the pay fortnight)

• Your pay slip is available on Employee 
Self Service (ESS)

• Check your payslip to ensure your pay is 
correct, if not, contact your Operations 
Coordinator managing your roster.



KRONOS
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• You must check and approve your timecard in Kronos every fortnight – Deadline for sign 
off is 11am Monday (after the end of the pay fortnight)

• Your pay slip is available on Employee Self Service (ESS)

• Check your payslip to ensure your pay is correct, if not, contact your Operations 
Coordinator managing your roster.



KRONOS – Desktop Log on 
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Username:

Employee ID / Payroll No

Password:

Same as your computer 

password

Desktop Icon on all 

Monash Health PCs.



KRONOS – Desktop Timecard View
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Actual finish timeActual start time
Rostered shift pattern 

times

Total shift hours 

worked (actual)

Cumulative 

Fortnightly Total 

hours



KRONOS – Desktop Approving the timecard
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Click APPROVE on your timesheet
If your timecard is incorrect, notify your 

Roster Coordinator in Monash Doctors 

Workforce as soon as possible



KRONOS – Mobile APP Log on 
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1.

Download and 
Install APP from 

your service 
Provider

2. 

Enter Server 
Address:

https://rosters.mon
ashhealth.org/wfc

Click Proceed

https://rosters.monashhealth.org/wfc


KRONOS – Mobile APP Log on 

4/02/2022 21

3.

Enter Username 
and Password 

(same credentials 
as you use to login 
to Monash Health 

computers)



KRONOS – Mobile APP Log on 
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The Home screen displays 
the tasks available to you.

Timecard enables you to 
view your scheduled and 
worked hours for the current 
Period.  

In addition, Approve your 
timecard at the end of the 
pay period.



KRONOS – Mobile APP Schedule
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My Schedule shows your rostered shifts for the 
upcoming period.

More information available in the Kronos Work 
Instruction on the intranet

http://intranet.southernhealth.org.au/human_resources/Electronic_Rostering/Content%20Files/1-Work_Instructions/1.%20Accessing%20Kronos/Kronos%20Work%20Instruction_Kronos%20Mobile_V4.0.pdf


Payslip in Employee Self Service (ESS)
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Employee 

Self Service 

to check your 

pay slip



Payslip in Employee Self Service (ESS)
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Login Screen

Same credentials as your Kronos 
login, and Monash Health 
computer login.



Payslip in Employee Self Service (ESS)
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“Pay History”

Here is where you will 
download your payslip



Payslip in Employee Self Service (ESS)

4/02/2022 27

Highlight the pay slip 
you wish to generate 
and click OK



Payslip in Employee Self Service (ESS)
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Ordinary Hours, Public holidays, 

Annual leave, ADOs, Family 

Leave, Sick leave

Deductions incl parking, salary 

packaging, HECS, additional tax

Leave Taken

Leave Balances 

Tax Deduction 

Your personal details 

NET PAY

Superannuation



Finding Information

• Intranet – Clinical Portal & Clinical 
Services

• PROMPT – Policies and 
procedures

• Monash Health Website –
www.monashhealth.org

• Monash Doctors Website –
www.monashdoctors.org
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http://www.monashhealth.org/
http://www.monashdoctors.org/


Communication

• Monash Health email – accessible from home and work

• Contact Monash Doctors Workforce for rostering/leave/pay issues:

MonashDoctors_Operations@monashhealth.org

• Chief Medical Officer – Weekly Newsletter (via email)

• JMSAC – JMS Advisory Committee

• Chief Registrar Group
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mailto:MonashDoctors_Operations@monashhealth.org


Secondments



Latrobe Regional 
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• Latrobe Regional Hospital operates a 257-bed public 
hospital west of Traralgon providing specialist referral and 
trauma centre east of Melbourne.

• Travel by Car from Melbourne - LRH is 158 kilometres east 
of Melbourne on the Monash/Princes Freeway via (M1). 

Accommodation

• Various 2, 3 and 4 bedroom properties in Traralgon leased 
by Latrobe Regional Hospital to provide single subsidised 
accommodation for Interns and HMOs on rotation

• Latrobe Regional Hospital provides a 

cleaner once a week. 

• Fresh linen is supplied as required to 

each room every Monday. 



West Gippsland
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• Travel by Car from Melbourne - Warragul is approximately 106 kilometres southeast of 
Melbourne on the Monash/Princes Freeway via (M1). 

• West Gippsland Hospital (WGH) is an 80-bed acute facility in Warragul providing 
medical, surgical, obstetric, sub-acute, paediatric, emergency and high dependency 
services.

Accommodation
• Onsite in shared cottages with 4 room bedrooms to a cottage 100m from hospital.

• For the first 2 days you will be housed in temporary accommodation whilst the cottages 
are cleaned 

• Keys available from the hospital main reception from 3pm Sunday

• Partners may be able to stay over after discussion with other tenants of the 
cottage

• Wi-Fi 

• No pets



Wonthaggi (Bass Coast Health)
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• Bass Coast Health is the major public healthcare provider within the Shire in South Gippsland

• Travel by Car from Melbourne - Warragul is approximately 136 kilometres southeast of 
Melbourne on the Monash/Princes Freeway via (M1). 

Accommodation

• There are 2 venues:
• Offsite houses (5 Doctors)

• Onsite houses (3 Doctors)

• Keys can be collected from Workforce Manager either Sunday PM prior to rotation 
commencement or Monday onsite during orientation



Mildura
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• Mildura is 172-bed Level 1 tertiary teaching hospital for public 
and private patients in Mildura and Northern Mallee region.

• Travel by Car from Melbourne – Mildura is approximately 545 
kilometres North of Melbourne via the Calder Hwy (A79). 

Accommodation

• Single bedroom unit

• Laundry facility on site (no charge)

• No pets allowed

• Partners can stay in units

• Family unit is available on application to the Workforce 
Manager

• 1 x return flight every 4 weeks

• Can be used by you, immediate family members or partner

• Keys are available at the front reception desk of the hospital



Questions?


