Initial Viva Speaker Notes
Slide 1
Tom Farley, Student Number 265044. This is the interim viva on an investigation into the Use and Importance of Effective Personnel Scheduling and Time Management Tools in the Workplace.

Slide 2
Statement of the Problem
The problem is with how a local cinema theatre business, The Gwyn Hall, rota their members of staff. They currently use Smartsheet there which claims to be (1) ‘better than Excel in work management, collaboration, visibility, accessibility, and integrations’. This claim is because a former Microsoft analyst was the founder of Smartsheet and intended to combine Microsoft services like Excel, Project and SharePoint into one service. (2) 
The current use of Smartsheet in The Gwyn Hall is causing issues for management there. Management were responsible for creating the rota but were struggling when staff would miss shifts. These missed shifts would be because there would be more than one rota for different roles so staff would have to look across all of them to see if they were working. Another issue was that staff would come in for other members shifts instead of their own and because of that certain staff have been allocated a colour on the rota. Another issue would be that the management may make mistakes and it would not be picked up, for example if there was not enough staff at a certain time they would only find out at that time. The issues raised show that the misuse of personnel scheduling and time management tools in the workplace can hinder the day-to-day business operations. 

Slide 3
So what will be done to solve the problem that the Gwyn Hall are facing?
An application will be developed for the Gwyn Hall which will aim to remove the issues that they have been having with Smartsheet and create an easy to use, functioning app. Development platforms were researched such as the creation of the app being in Xamarin, Visual Studio or creating a Database Driven Website. Xamarin gave the option of creating a mobile application, the database driven website would also be available through mobile devices as well as other types of devices. Visual Studio could be used to create a desktop application which is what was eventually chosen. 
Similar to Smartsheet’s initial development, hopefully the application that is created will be able to use other rota software’s features that Smartsheet does not have. For example there is no validation which could lead to a rota coordinator incorrectly entering the same person to work more than once for different roles. An email notification system is hopefully going to be used so that members of staff do not miss shifts given to them. 
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The application will be created based on a set of requirements that were obtained from two interviews with members of staff at The Gwyn Hall. The assistant manager, who creates two out of four of the rotas, and a contracted member of staff who finds themselves on all four of the rotas. These requirements include: 
No duplicate names – to avoid understaffing.
Having a minimum and maximum number of staff – another requirement to avoid understaffing as well as overstaffing. 
Notification to staff – Allows staff to know when to check the rota. 
Colour co-ordination – Currently in use in rota and some staff find this useful and are accustomed to it now. 
Editable – The rota needs to be editable in case of leave, sickness or other reasons staff cannot work
Ease of use
Easy to access – because without these two then it could be difficult for the application to work effectively. 
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Both aims and objectives were created to aid how the project will be completed. Aim 1 was to understand the use of time management tools and scheduling software in the workplace. This was to gain more of an understanding on the topic before beginning the development of the application which is aim 2. Which is to develop a workplace time management application. 
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Objectives were created in order to meet both aims. There are 4 objectives to meet aim 1. Objective 1 is Using secondary research methods, identify suitable sources to use for secondary research and literature reviews. Objective 2 is to Understand if sources found are credible using CRAAP analysis so that I could use them. Objective 3 is to Undergo primary research with client to understand current rostering practice. The final objective for this aim is objective 4 which is to examine the data that has been gathered. 
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In order to meet aim 2 of developing a workplace time management application 4 objectives were created. These included objective 1 which is to Utilize primary and secondary data to understand what is required within the application. Objective 2 which is to Use requirements to aid design of application. Objective 3 was to then develop the application and the final objective to meet aim 2 was to Test and refine application in conjunction with client. 
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The philosophy that will be used throughout this project will be Phenomenology . Phenomenology is used to gain an understanding of a person’s experience. The findings can then be used to aid development to either ensure that the positive experiences also appear in the application or that the negative experiences do not appear within the application. 
The approach that will be used throughout the project will be inductive. This involves making observations based on data that has been collected. These observations can then help provide a hypothesis. This approach can be used for app development and can utilise pre-set requirements to develop what a client wants. 
The strategy that will be used throughout the project is Case Study. The strategy that will be utilized throughout this project will be case study. A case study should allow a researcher to gain an in-depth understanding of a single subject. Utilising a case study is appropriate due to having a single client.
The Time Horizon that will be used will be cross-sectional. This is because data will be gathered from primary and secondary research at once.  Cross-sectional will be used due to the time restrictions on the project as it is used for short projects.  
Data will be collected through interviews. Both qualitative and quantitative can be collected. Interviews can also be more detailed than other data collection methods. The interviewer can also push for the answers they want if need be. . If the data gathered from an interview is not sufficient then a questionnaire could be used as ‘structured questionnaires and semi-structured interviews are often used in mixed method studies to generate confirmatory results’ (18). 
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As well as the completion of aims and objectives over the course of the project, a Gantt chart was used as a planning tool. This is a popular tool for time management which includes a week-by-week breakdown of tasks and helps predict how long each task will or should take to complete. The tasks within the Gantt chart include a breakdown of what was or will be needed for the project proposal, the interim viva, design and development of the application, the final report, viva and exhibition. The time period was from October of 2022 to April of 2023 split by the number of days that it would take to finish the tasks. 
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A literature review, which summarizes and evaluates a body of writings about a specific topic (3), was undertaken. There were 28 bodies of writing used within the literature review created. The subtopics within the literature review would hope to gain a further understanding of personnel scheduling to aid completion of the project. The subtopics included, what are time management tools? What is personnel scheduling? What is a rota? The shortcomings, legal considerations and current tools and technologies. In order to understand if sources could be used within the literature review a CRAAP analysis was used. This is an acronym which stands for ‘Currency, Relevance, Authority, Accuracy, and Purpose’ (4). This would allow an understanding of whether a piece of work was current, relevant, authoritative, accurate and purposeful. If it were none of these then the source would not be used as part of the literature review. Sources from Universities, Health Boards, Government websites and journals were used as part of the literature review.  

Slide 11 - What are time management tools?
It was important to gain an understanding of this as the application that will be created will be a time management tool that can be utilized in the workplace. This also helps build on the title of the project. There would be no investigation on the use and importance of time management tools in the workplace if the author did not know what they were. 
What was found?
The definition of management tools was (5) “all software products and tools (and all modifications, replacements, Upgrades, enhancements, documentation, materials and media related thereto) that are used by Supplier to deliver and manage the Services”. The importance of using them was said to (6) “greatly influence industries as a whole.” And help gain competitive advantage.  

Slide 12 - What is personnel scheduling?
Similar to time management tools, the application that is going to be built will be able to provide personnel scheduling to The Gwyn Hall therefore an understanding of this is needed. Again, the title provides another reason that understanding what personnel scheduling is as without it then the project will not be able to be completed. 
What was found?
The definition was found to be ‘a schedule naming all Personnel and Key persons’ (7). The personnel that would need scheduling in this particular instance is those at The Gwyn Hall. There are also roles here which would be used. The schedule would include the Front of House, Box Office, Café, Technicians and Managerial staff. If personnel scheduling is utilized properly then a business could track who has worked and how many hours they have worked. These two pieces of information could then be used to help create a payroll system as that would need to know how many hours somebody worked and at what rate. 

Slide 13 - What is a rota?
The application’s main feature will be that it will be able to create a staff rota to help management at The Gwyn Hall so understanding what a rota was was imperative in the continuation of the project. Understanding what this is helps what is needed for the application in terms of possible features and the types of users that will be using the rota. 
What was found?
The definition of a rota was defined as “a list of things that have to be done and of the people who will do them” (8). Rota requirements were also found out through research. The rota coordinator must ensure that the rota that has been made is flexible for staff and created well before the rota’d shift starts. The rota coordinator must also know the number of staff, the skillset of the staff and the staff’s availability before creating a rota. 
Slide 14 - Shortcomings of Rotas and Personnel Scheduling 
The importance of knowing the shortcomings of rotas and personnel scheduling is to ensure that the application that is created does not fall under the same issues that those who use other services experience. From understanding these shortcomings, it should be clear what to do and what not to do when developing the app. This would then show that the user is the main focus in development. 
What was found?
When researching this subtopic, the main issues that were found included rota gaps, staff health issues and delegation of tasks. The staff health issues could include disturbance of sleep, no balance between work life and home life and poorer mental health. This happens through shift work which is usually when a rota is used. With a poor rota in place, rota gaps could occur. This is pretty self-explanatory as it is where there is a gap in the rota. This can be caused by sickness, maternity or paternity leave, being understaffed or other causes of absenteeism in the workplace. If a rota is poorly planned this could then lead to staff taking on too much work and delegating certain tasks to deal with the workload. If this were to happen then not all tasks may be completed as they would have ensured that the rota did not have any gaps.



Slide 15 - Current Tools and Technologies
It was important to have this as a subtopic to understand the possible alternatives the Gwyn Hall could have chosen instead of what they have gone for. By knowing the current tools and technologies it can also provide the features which the tools utilise. These could then be seen as inspiration for the proposed application to be developed for the Gwyn Hall. 
What was found?
Spreadsheet Software
Papershift
Smartsheet
Slide 16 – Spreadsheet Software
Spreadsheet software is a common way of creating a rota because it was used when companies started to integrate their business tasks with software. However, one doctor who noticed this “describes it as merely an upgrade of handwritten records to a complicated spreadsheet.” (9). Spreadsheets can be an easy way of creating a rota however it is not what they were intended for as ‘In 1961, Professor Richard Mattessich pioneered the development of computerized spreadsheets for use in business accounting.’ (10)
Slide 17 - Papershift
Papershift is a piece of software which can allow businesses to manage absences, track time, plan roster and enterprise. The Papershift website boasts that they have been responsible for creating over 5 million shifts, including from large businesses like Aldi, Subway and Burger King. This shows that it is suitable for large chains however may be unusable for smaller businesses as the pricing starts from 3 euros per employee per month.
Slide 18 - Smartsheet
Finally Smartsheet, which the Gwyn Hall currently use. Smartsheet itself claims that it is ‘better than Excel in work management, collaboration, visibility, accessibility, and integrations.’ (11) A former Microsoft analyst is the founder of Smartsheet and has used his previous work to combine features of Excel, Project and SharePoint into a new service. (12) Smartsheet’s aim was to offer users a centralised location of these Microsoft applications. Smartsheet will cost a business £5 per month at its cheapest pricing option. 


Slide 19 - Development Platforms
Development Platforms were important to research to understand the possible ways that the new application will be developed. Software will be needed for the development of the application and there will also need to be a database used to store relevant data on staff and schedules.
What was found?
There were three types of development platforms that were found that could have been a suitable choice for the development of the proposed application. These were Visual Studio, Xamarin and a database driven website. The option of Visual Studio would be the use of C#s Windows Forms Application. The use of Visual Studio could be suitable for the application as the easier the development, the more likely the application will be developed on time. MySQL could be incorporated into the application as a database.
Xamarin would allow the staff at the Gwyn Hall to use their mobile devices to access the rota as Xamarin focuses on mobile applications. However the person responsible for the creation of the rota would then have to create it on a mobile device. The application would have consistency as when an app is developed it can perform, behave and look the same across different platforms (13).
A website driven database is where the websites content is kept in a database. With the amount of data needing to be kept from the business utilising this could be a solution. This would allow the business to have their own website for the creation and viewing of a rota which is in line with the requirement of easily accessible. MySQL would be the choice of database software connected to the website in order to store data. 
Slide 20 - Legal Considerations 
Knowing the legal documents that need to be considered is hugely important as a developer and for the business. If the legal considerations were not known then there could be breaches of the law which could result in imprisonment and fines. 
What was found?
The Working Time Regulations 1998
The Data Protection Act
Slide 21 – Working Time Regulations 1998
By looking at government websites it was clear that when creating a rota, the Working Time Regulations 1998 must be abided by. This applies to employees in every sector of work in the UK. The regulations that rota coordinators must be aware of include ‘Maximum Weekly Working Time, Length of Night Work, Pattern of Work, Weekly Rest Period, Rest Breaks’ (14).). The Working Time Regulations state that the maximum hours worked per week cannot exceed 48 hours. It also states that an employee should have 11 hours off between shifts and one day off every seven days. (15) Rota coordinators should be aware of these as a breach of this could result in a fine for a business.


Slide 22 – The Data Protection Act
Another legislation that needs to known is The Data Protection Act. By following the principles within this act, it can guarantee that personal data gathered is ‘used fairly, used for specified purpose, kept up to date, kept for no longer than necessary’. (16) Personal data that can be collected by rotas include names, contact details, where and when someone works and possibly how much they earn. If a business fails to comply with The Data Protection Act then it could lead to a penalty of up to 17.5 million or 4% of the businesses annual turnover depending on which amount is higher. (17)
Slide 23 - Resources Used
There was a total of 31 references throughout the project proposal that was made. As mentioned before these sources underwent a CRAAP analysis before being chosen for this piece of work. 
The sources used included an explanation on the research onion by two Doctors, a piece on phenomenology from the University on Duquesne, a government service agreement, journals on competitive advantage, ideal rotas for doctors, efficient shift scheduling, staff rostering, employee wellbeing, locums in the NHS and the history of spreadsheets. Government documents on both the Working Time Regulations and The Data Protection Act. Educational instruction webpages on development platforms. A YouGov survey. The Cambridge Dictionary. The websites of Smartsheet and Papershift. Two HR websites for GDPR FAQs and Laws that need to be abided for shift work. Forbes for an informative piece on the founder of Smartsheet – which showed no bias – and finally a report on rota gaps within hospitals in Bristol. 

