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The chosen workplace task for this presentation is staff scheduling/rotas and visits, and the selected Microsoft 365 tool for this task is Microsoft teams. This presentation will include the suitability of the tool for the chosen task, along with a discussion on how it improves communication or efficiency and the advantages and limitations of the tool. 
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In relation to frontline staff, this task includes accessing accurate, up-to-date schedules, tracking of designated care visits, coordinating shift swaps or time-off requests and logging their attendance. This task ensures that vulnerable service users receive their daily care, essential well-being checks, and appointment support and medication reminders reliably. 
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This tool can help the field staff to view daily home visit locations, log attendance directly on one secure app and request shift swaps. Ashford already subscribes to Microsoft 365, and installing Teams needs no extra spending on software. It optimises communication between remote support workers and office coordinators by enhancing operational efficiency and care continuity.
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The primary challenge faced by Ashford is its highly fragmented and mobile workforce, in which crucial schedule modifications constantly fail to reach field-based support workers and nurses in real time. Microsoft Teams functions as the cloud-based centralised collaboration hub; it bridges the communication gap seamlessly between remote frontline staff and office-based coordinators. The integration of the Shifts feature transforms Teams into a dynamic, live scheduling board rather than requiring reliance on printed timetables or static spreadsheets that instantly become outdated. Care coordinators can instantly publish and update rotas.
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The tool also addresses the issue of duplicated work through greater data transparency, as both field employees and managers operate from a single, real-time schedule, ensuring that two care workers are never mistakenly assigned to the same resident simultaneously. The field staff can easily view addresses of service users, request time off in the mobile interface and manage shift-swapping requests, thereby decreasing administrative friction. Microsoft Teams is ideal logistically and financially as it is already included in the existing Microsoft 365 ecosystem of Ashford. It removes the need for additional software procurement, complex security vetting or vendor onboarding by enabling the firm to safely manage sensitive staff deployment data using the secure IT infrastructure currently available.
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In this, when the coordinator updates the reassignment of a home visit or rota in the Shifts application, the change instantly syncs across the cloud. The field-based support workers and nurses receive immediate push notifications on their mobile devices, ensuring they are immediately aware of schedule adjustments. It eliminates the traditional dependence on fragmented text messages, emails or phone calls that frequently lead to missed communication.
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This transparency helps prevent work duplication by ensuring that two employees are never mistakenly dispatched to the same service user. In this case, for mobile staff, efficient working refers to having instant access to the daily itinerary, visit locations and care tasks, reducing administrative delays and travel friction. Teams also streamline time-consuming tasks like leave requests and shift swapping. Instead of generating paperwork or calling the office staff, employees can request a swap directly through the app, which can be approved by a supervisor through one click. The automation and centralising of logistics help Ashford to minimise the administrative cognitive load by enabling the workforce to dedicate more time to care service.
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The platform acts as an all-in-one collaboration hub that provides an advantage of the chosen tool and also helps in care handovers, instant messaging and consolidating schedules into a single application. This immediacy of tools strengthens team cohesion, along with security and data compliance being native. The shift patterns and staff deployment data remain protected in Microsoft’s secure cloud infrastructure, which aligns with care sector standards. Operationally, the app offers real-time autonomy for remote employees who can view updates instantly, request leave and swap shifts from their mobile devices, minimising the administrative burden significantly on care coordinators based in the office.
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At the same time, another limitation of the chosen tool is that there is the risk of application fatigue and adoption resistance. Frontline support workers and nurses with low digital literacy can find transitioning to the mobile application challenging, requiring detailed training for ensuring compliance. Teams Shifts is strictly a logistical scheduling tool and not the clinical Electronic Health Record (EHR), and it cannot host detailed clinical notes, medication logs or patient medical histories. Ashford needs to maintain separate, compliant channels for formal health records, which shows that Teams can solve its logistical hurdles but not the needs of clinical documentation.
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Phase 2 will focus on deploying the pilot programme to a small group of senior care workers as well as the community nursing team. The testing of the platform on a small scale enables the firm to gather direct feedback and also resolve minor configuration or layout issues before the wider release.
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In this, the core skill focus can be on navigating the mobile interface by acknowledging assigned care visits, logging time off and requesting shift swaps. Phase 4 will offer full go-live by launching the system organisation-wide and entirely decommissioning all legacy, fragmented scheduling methods. The elimination of legacy systems can remove the safety net by preventing staff from slipping back into inefficient habits and cementing Teams as Ashford’s single version of the truth.
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This transition helps to eliminate manual errors, ensures push notification updates and removes work duplication for community visits. The execution of the recommended phased implementation plan can systematically build digital literacy, optimise operational efficiency and safeguard high-quality care delivery ultimately.
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Slide3.sldx
The capability to use networks, devices and software for finding, sharing and creating information safely is known as digital skills.

 In this the, Ashford Community Care service is the workplace that supports adults with long-term care needs and physical disabilities who need daily care, well-being checks, care records, medication reminders and appointment support (Trustpilot, 2026).




Introduction














The chosen workplace task for this presentation is staff scheduling/rotas and visits, and the selected Microsoft 365 tool for this task is Microsoft teams. This presentation will include the suitability of the tool for the chosen task, along with a discussion on how it improves communication or efficiency and the advantages and limitations of the tool. 
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

The capability to use networks, devices and

software for finding, sharing and creating

information safely is known as digital skills.



In this the, Ashford Community Care service is

the workplace that supports adults with long-term

care needs and physical disabilities who need

daily care, well-being checks, care records,

medication reminders and appointment support

(Trustpilot, 2026).
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The chosen workplace task is staff scheduling, visits and rotas that involve real-time coordination and planning of Ashford’s mobile workforce.

It demands care coordinators to create weekly shift patterns, ensuring balanced staff coverage among support workers, administrative personnel and nurses and allocating specific home visits (Wabeke, 2025).


Chosen workplace task 




















In relation to frontline staff, this task includes accessing accurate, up-to-date schedules, tracking of designated care visits, coordinating shift swaps or time-off requests and logging their attendance. This task ensures that vulnerable service users receive their daily care, essential well-being checks, and appointment support and medication reminders reliably. 
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

The chosen workplace task is staff

scheduling, visits and rotas that

involve real-time coordination and

planning of Ashford’s mobile

workforce.



It demands care coordinators to create

weekly shift patterns, ensuring

balanced staff coverage among

support workers, administrative

personnel and nurses and allocating

specific home visits (Wabeke, 2025).
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Ashford Care Service has selected Microsoft Teams, particularly using its integrated Shifts application for centralising scheduling. 

This cloud-based tool is justified for addressing the fragmentation of the workplace by enabling care coordinators to publish real-time rotas that sync to mobile devices instantly, removing manual work duplication and missed updates (Volkov, 2025). 




Selected Microsoft 365 tool 














This tool can help the field staff to view daily home visit locations, log attendance directly on one secure app and request shift swaps. Ashford already subscribes to Microsoft 365, and installing Teams needs no extra spending on software. It optimises communication between remote support workers and office coordinators by enhancing operational efficiency and care continuity.
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

Ashford Care Service has selected Microsoft

Teams, particularly using its integrated Shifts

application for centralising scheduling.



This cloud-based tool is justified for addressing

the fragmentation of the workplace by enabling

care coordinators to publish real-time rotas that

sync to mobile devices instantly, removing

manual work duplication and missed updates

(Volkov, 2025).
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The use of the right tactics and tools is vital for enhancing patient care in the complex digital era (Ferreira et al., 2025). 

Microsoft Teams is suitable for the chosen workplace task as it is enhanced by its dedicated Shifts application and is also exceptionally well-suited for managing staff scheduling, rotas and community visits of Ashford Community Care Service.




Suitability of tool for task  














The primary challenge faced by Ashford is its highly fragmented and mobile workforce, in which crucial schedule modifications constantly fail to reach field-based support workers and nurses in real time. Microsoft Teams functions as the cloud-based centralised collaboration hub; it bridges the communication gap seamlessly between remote frontline staff and office-based coordinators. The integration of the Shifts feature transforms Teams into a dynamic, live scheduling board rather than requiring reliance on printed timetables or static spreadsheets that instantly become outdated. Care coordinators can instantly publish and update rotas.
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

The use of the right tactics and tools is vital

for enhancing patient care in the complex

digital era (Ferreira et al., 2025).



Microsoft Teams is suitable for the chosen

workplace task as it is enhanced by its

dedicated Shifts application and is also

exceptionally well-suited for managing

staff scheduling, rotas and community

visits ofAshford Community Care Service.
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In this, the frontline staffs immediately receives push notifications on their mobile devices about any changes in their schedules, which mitigates the risk of missed service user visits, skipped well-being checks and delayed medication reminders (Charas and Lupushor, 2022).



Continue..













The tool also addresses the issue of duplicated work through greater data transparency, as both field employees and managers operate from a single, real-time schedule, ensuring that two care workers are never mistakenly assigned to the same resident simultaneously. The field staff can easily view addresses of service users, request time off in the mobile interface and manage shift-swapping requests, thereby decreasing administrative friction. Microsoft Teams is ideal logistically and financially as it is already included in the existing Microsoft 365 ecosystem of Ashford. It removes the need for additional software procurement, complex security vetting or vendor onboarding by enabling the firm to safely manage sensitive staff deployment data using the secure IT infrastructure currently available.



7



image2.png

TYPES AND TRIGGERS
OF PUSH NOTIFICATIONS

Motivational &

gamification
notifications
Rich . Action-driven
notifications ~ ® Notifications
Informational Community & social
) e ®  engagement
notifications notifications
Wearables Reminder
notifications notifications
° °
Emergency or Behavioral

critical alerts nudges






image1.jpeg














image7.emf


In this, the frontline staffs immediately

receives push notifications on their

mobile devices about any changes in their

schedules, which mitigates the risk of

missed service user visits, skipped well-

being checks and delayed medication

reminders (Charas and Lupushor, 2022).
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Microsoft Teams drastically improves operational efficiency and communication by transforming information flows between mobile field staff and office-based coordinators (Edirisuriya, 2025). 

Currently, Ashford struggles with unclear rotas, duplicated work and missed updates, and Teams solves these communication barriers by acting as the single point of truth.




How tool improves efficiency or communication 














In this, when the coordinator updates the reassignment of a home visit or rota in the Shifts application, the change instantly syncs across the cloud. The field-based support workers and nurses receive immediate push notifications on their mobile devices, ensuring they are immediately aware of schedule adjustments. It eliminates the traditional dependence on fragmented text messages, emails or phone calls that frequently lead to missed communication.
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

Microsoft Teams drastically improves

operational efficiency and communication

by transforming information flows

between mobile field staff and office-

based coordinators (Edirisuriya, 2025).



Currently, Ashford struggles with unclear

rotas, duplicated work and missed

updates, and Teams solves these

communication barriers by acting as the

single point of truth.
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The operational efficiency is also increased by eradicating administrative waste and manual errors through a unified digital dashboard (Khairunnisa et al., 2025).

 It helps care coordinators to gain total visibility over staff availability and geographic placement more effectively.



Continue..













This transparency helps prevent work duplication by ensuring that two employees are never mistakenly dispatched to the same service user. In this case, for mobile staff, efficient working refers to having instant access to the daily itinerary, visit locations and care tasks, reducing administrative delays and travel friction. Teams also streamline time-consuming tasks like leave requests and shift swapping. Instead of generating paperwork or calling the office staff, employees can request a swap directly through the app, which can be approved by a supervisor through one click. The automation and centralising of logistics help Ashford to minimise the administrative cognitive load by enabling the workforce to dedicate more time to care service.
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

The operational efficiency is also

increased by eradicating

administrative waste and manual

errors through a unified digital

dashboard (Khairunnisa et al., 2025).



It helps care coordinators to gain total

visibility over staff availability and

geographic placement more

effectively

.
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The primary advantage of using Microsoft Teams is ecosystem integration (Sawhney, 2024). 

In view of the fact that Ashford already uses Microsoft 365, deploying Shifts needs no licensing cost or extra software procurement, thereby increasing the value of their IT investment.




Advantages and limitations of chosen tool 














The platform acts as an all-in-one collaboration hub that provides an advantage of the chosen tool and also helps in care handovers, instant messaging and consolidating schedules into a single application. This immediacy of tools strengthens team cohesion, along with security and data compliance being native. The shift patterns and staff deployment data remain protected in Microsoft’s secure cloud infrastructure, which aligns with care sector standards. Operationally, the app offers real-time autonomy for remote employees who can view updates instantly, request leave and swap shifts from their mobile devices, minimising the administrative burden significantly on care coordinators based in the office.
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

The primary advantage of using Microsoft

Teams is ecosystem integration (Sawhney,

2024).



In view of the fact that Ashford already uses

Microsoft 365, deploying Shifts needs no

licensing cost or extra software

procurement, thereby increasing the value of

their IT investment.
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On the other hand, Microsoft Teams as the tool also introduces clear limitations, as the system is completely connectivity-dependent (Ilag and Sabale, 2022). 

It means that field staff operating in remote areas with poor Wi-Fi or mobile data will suffer synchronisation delays, potentially missing last-minute schedule alterations.
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At the same time, another limitation of the chosen tool is that there is the risk of application fatigue and adoption resistance. Frontline support workers and nurses with low digital literacy can find transitioning to the mobile application challenging, requiring detailed training for ensuring compliance. Teams Shifts is strictly a logistical scheduling tool and not the clinical Electronic Health Record (EHR), and it cannot host detailed clinical notes, medication logs or patient medical histories. Ashford needs to maintain separate, compliant channels for formal health records, which shows that Teams can solve its logistical hurdles but not the needs of clinical documentation.
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

On the other hand, Microsoft Teams as the tool

also introduces clear limitations, as the system

is completely connectivity-dependent (Ilag and

Sabale, 2022).



It means that field staff operating in remote

areas with poor Wi-Fi or mobile data will suffer

synchronisation delays, potentially missing last-

minute schedule alterations.


Slide12.sldx
Ashford is recommended to implement a change strategy and pilot, in which Phase 1 will focus on rota standardisation. In this, the care coordinators will design and build shift templates in Microsoft Teams Shifts Desktop (Atobatele et al., 2023).

 The pilot group testing in Phase 2 will concentrate on rolling out the application to a selected testing group, including one nursing team and senior care workers. In this, the feedback loops will gather initial user insights about notifications, layout adjustments and visibility well before the organisational rollout.




Recommendation for Ashford 














Phase 2 will focus on deploying the pilot programme to a small group of senior care workers as well as the community nursing team. The testing of the platform on a small scale enables the firm to gather direct feedback and also resolve minor configuration or layout issues before the wider release.
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

Ashford is recommended to implement a change

strategy and pilot, in which Phase 1 will focus on

rota standardisation. In this, the care coordinators

will design and build shift templates in Microsoft

Teams Shifts Desktop (Atobatele et al., 2023).



The pilot group testing in Phase 2 will concentrate

on rolling out the application to a selected testing

group, including one nursing team and senior care

workers. In this, the feedback loops will gather

initial user insights about notifications, layout

adjustments and visibility well before the

organisational rollout.
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Workforce training is necessary for gaining positive outcomes from the tasks performed by employees (Parween, 2024).

 Training and go-live are also recommended to Ashford for implementing changes, in which Phase 3 will focus on digital literacy training by delivering targeted, interactive workshops that are created for remote field staff, minimising application adoption resistance.
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In this, the core skill focus can be on navigating the mobile interface by acknowledging assigned care visits, logging time off and requesting shift swaps. Phase 4 will offer full go-live by launching the system organisation-wide and entirely decommissioning all legacy, fragmented scheduling methods. The elimination of legacy systems can remove the safety net by preventing staff from slipping back into inefficient habits and cementing Teams as Ashford’s single version of the truth.
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

Workforce training is necessary for

gaining positive outcomes from the tasks

performed by employees (Parween, 2024).



Training and go-live are also

recommended to Ashford for

implementing changes, in which Phase 3

will focus on digital literacy training by

delivering targeted, interactive workshops

that are created for remote field staff,

minimising application adoption

resistance.
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This presentation concludes that introducing Microsoft Teams Shifts provides a practical, cost-effective and secure solution to the scheduling crisis of Ashford. 

The centralisation of rota management into a single cloud-based hub helps the platform to bridge the communication gap between remote field staff and office coordinators.




Conclusion 














This transition helps to eliminate manual errors, ensures push notification updates and removes work duplication for community visits. The execution of the recommended phased implementation plan can systematically build digital literacy, optimise operational efficiency and safeguard high-quality care delivery ultimately.
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

This presentation concludes that

introducing Microsoft Teams Shifts

provides a practical, cost-effective and

secure solution to the scheduling crisis

ofAshford.



The centralisation of rota management

into a single cloud-based hub helps the

platform to bridge the communication

gap between remote field staff and

office coordinators.
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