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INTERNAL PLANNING / 01

Workforce coverage and working-time planning
Plan coverage by time period and department. Record activities, staffing needs and observations before assessing working-time alternatives.

Company Workplace Planning period

Time period

Schedule or interval

Department

Unit or team

Activity

Function to be covered

Planned coverage

Staffing or handover needs

Observations

Discrepancies or open points

Internal review / next step Record the decision to be reviewed, the person responsible and any outstanding information.

An informational tool for internal organisation. It does not calculate statutory limits or validate working-time arrangements. It is not evidence of compliance, a legal opinion or an approval. 1 / 1
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