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WORKFORCE INFORMATION STRATEGY
1. INTRODUCTION

The need to improve both the quality and availability of workforce information at Local/Service/Trust/NHS Grampian and national level is generally recognised. HDL(2004)39 states that “a modern health service is dependent upon a modern workforce supported by modern working practices”. The NHS (Scotland) Act 1978 has also been amended to include a new section stating a duty in relation to the governance of staff by monitoring such management and workforce planning.  

Although there is currently no national information system in place, Scotland is developing an agreed minimum workforce information dataset to be in place during 2005.  A new Scottish web-based application is up and running for the recording of all Medical and Dental staff through ISD. 

Meanwhile within NHS Grampian information is currently gathered through a variety of systems:

a)
Manually – through sending specific proformas to managers to complete.

b)
GRANITE  (Acute Workforce Information System).

c)
GEM  (Primary-Care Workforce Information System).

d)
SSPS Payroll System and Business Objects.

e)
Efinancial Finance System and Business Objects.

f)
NHS Grampian Vacancy Database.

g)
BUDGETSCAN/SSTS – in use within 48 Acute service areas.  Roll-out still continuing.

h) Local Staff Utilisation Database within Acute nursing service, rolling out to encompass all NHSG nursing service areas.

i) Occurrence Recording System

j) Training Databases (Local and On-Core)

k)
Other local developed databases eg Facilities, Mental Health etc.

2. REQUIREMENT FOR WORKFORCE INFORMATION

The need for Workforce Information can be split into 3 main headings:

2.1 Performance Management – This would include information regarding staff absences, establishment control including use of bank and agency staff, health and safety, learning and development and employee relations.

2.2 Workforce Utilisation – This would include comparative details against national and local bench marks, rota management etc.

2.3 Workforce Planning – This would include information regarding local recruitment and retention, staff and population age profiles, staff competency database, projected staff requirements etc.

3.
STRATEGIC AIMS
The aims of this Workforce Information Strategy are:

· To utilise current workforce information systems in a more integrated way in order to meet basic workforce information requirements within existing resources.

· To influence the National Workforce Information Group in the development of long term national workforce information systems and short to medium term Workforce Information Strategy; promoting the need for different systems to “talk” to each other through single system identifiers.

· To provide Workforce Information that is ‘fit for purpose’ at all levels of NHS Grampian.

· To reduce the requirement for managers to gather information manually while recognising that there will still be a need for managers to check reports developed centrally for accuracy.

· To provide specific Workforce Information Reports and Analysis to managers on a regular basis through their HR Teams.

4. BASIC MONTHLY WORKFORCE INFORMATION REPORTS

Appendix 1 shows the type of report that will be sent to HR Managers on a monthly basis for their service areas, along with a monthly diagram for absence.  This report is drawn from a number of databases making use of information downloaded from the payroll and finance system.  As a result some of the information is approximately 4-6 weeks old eg absence information for May will be reported end July. The report includes an initial analysis by highlighting establishment/staff in post variances above 2% and absence figures above 4%.  Further analysis of the monthly reports can be undertaken through the use of GEM and GRANITE Databases available to each of the HR Teams.  Where a service area requires more up to date information this can be achieved through collecting information manually and using an Excel spreadsheet system.  This system is currently used by the Acute Nursing Service for workforce/ workload and financial information. 

5. BASIC QUARTERLY WORKFORCE INFORMATION REPORTS

Appendix 2 shows the type of report that will be sent to HR Managers on a quarterly basis for their service area.  The report is intended primarily for performance review purposes and includes recruitment and retention information, sickness absence trends and information on the use of temporary staff and secondments.  This report also relies on downloads from Finance and Payroll, therefore information on the first quarter April-June will be available end August.  This report is intended to be discussed with both the Finance and Service Managers so that trends arising from financial, workforce and clinical activity reports can be identified and discussed by the Senior Management Team.  

6.
INDIVIDUAL STAFF REPORTS
6.1 Professional Registration Check – A centralised system for checking professional registration for nursing staff is currently in use within the Mental Health Services.  This system allows Managers to receive details of staff who have not renewed their registration as required on a monthly basis.  The new minimum workforce dataset will have the capacity to hold all relevant information on an NHS Grampian basis.  It is hoped to extend this checking system for all nursing staff during 2005.

6.2 Staff Age Retirals – Details of staff who will reach retiral age within the next year will be sent to HR Managers for checking on a bi-annual basis in mid August and mid February.  This will allow HR to check with staff what their intentions are and ensure that appropriate retiral documentation is processed in good time.

6.3 Long Service Awards – Details of staff who meet the criteria will be forwarded to the relevant HR Manager for checking.  It is recognised that not all staff who meet the criteria will be picked up through such a central report, but this will help to ensure that both staff and in turn managers are notified of their entitlements in good time.

7. ANNUAL WORKFORCE REPORTS – National Reporting Requirements

The following process will be used to meet the National Workforce Information Reporting requirements:

7.2
SNIP – Summary details of WTE staff in post by job description and grade (with a detailed staff list available if required) and current staff age profiles for each service area will be forwarded to the HR Manager along with copies of the previous years’ 5 year projection.  This will allow the Senior Nurse Manager, in discussion with their HR Manager, to update the projection.  Returns will then be collated on an NHS Grampian basis for the Executive and copied to the Director of Nursing and Head of Workforce Development.

7.3
Nursing and AHP Vacancy Survey – Proformas will be forwarded to Nurse/AHP Managers for completion.  Returns will then be collated on an NHS Grampian basis for the Executive and copied to the Director of Nursing, Director of Primary Care and Head of Workforce Development.

7.4
Use of Agency Nurses – A central report re the total hours worked and total cost by grade will be generated by Finance on both a Trust and NHS Grampian basis, and agreed in conjunction with the HR Workforce Manager.   Returns will then be collated for the Executive and copied to the Director of Nursing and Head of Workforce Development.

7.5 Ethnic Origin Return – A central report will be generated through GEM/ GRANITE on an NHS Grampian basis for the Executive and copied to the Head of Workforce Development.

7.6 MED MAN – The new web-based collection system consists of an appointment and vacancy module.  New and amended appointment details for all senior medical staff, along with consultant vacancies, will be recorded on the system as they occur throughout the year removing the requirement for an annual census.  Information will be used by the Executive on a quarterly basis to monitor progress towards the government target of increasing consultant numbers.  It is hoped that the system will be expanded to incorporate Locums and Junior Medical staff during 2005.  Information on Locums will be gathered manually on an annual Grampian basis by HR Teams and HRSC for the Executive.

7.7
Staff Governance Standards – Headcount, WTE, Turnover, Sickness Absence and Temporary Contract statistics will be generated by GEM/Granite, whilst Bank and Agency Statistics will be obtained from Finance (nursing staff only).  Proformas will be forwarded monthly to HR Teams for completion of disciplinary hearing and grievance statistics. The return will be fowarded to the independent Auditor and copied to the Head of Workforce Development.
7.8
OHS Minimum Dataset – Proforma will be co-ordinated through Risk Management team, with input from Human Resources and OHS.

8. ANNUAL WORKFORCE INFORMATION REPORT – Trust/NHS Grampian Performance Review

Appendix 3 shows the information that will be included in the report that will be forwarded to the HR Director at the end of a financial year on both a Trust and NHS Grampian basis.  This report will also be available by service area to HR Managers on request.  

The report is intended to highlight specific issues relating to performance management, employee relations, recruitment and retention and workforce planning and will include an analysis of any issues relating to these areas within specific service areas.

9.
FUTURE DEVELOPMENT OF SYSTEMS

In recognition that further work is required to utilise current workforce information systems, an NHS Grampian Risk Management Information System is in the process of being procured capable of supporting entry/analysis of risk assessments and occurrence recording.  Learning and Development are piloting a new L&D system during Winter 2004/2005 for roll out in April 2005.  A review is ongoing of GEM/Granite, with a view to moving to one system for NHS Grampian.  Work is ongoing to support the development and introduction of the national minimum dataset in 2005.

In addition, a number of local systems have been developed to meet specific service requirements and it is intended to share details of these systems across all service areas through the use of the HR website on the Intranet.

SSTS (Scottish Standard Time System) is presently being rolled out throughout NHSG with the main initial emphasis on the nursing profession.  SSTS is a national roster system for all categories of staff with an interface to SSPS for the payment of salaries according to work completed.  The system will encompass many features – including the ability to hold detailed reasons for sickness and all other types of absence.  It will also be able to provide accurate information for compliance with Working Time Regulations.

10.
CONCLUSION

While it is recognised that significant investment in workforce information systems is required to produce high quality information for managers’ use in both performance management and workforce planning, this strategy aims to provide managers with basic information which is fit for purpose through the better use and integration of existing systems.  In the longer term, through the development of SSTS, Occurrence Recording and OnCore systems locally and a national workforce information system, the efficiency, quality and flexible use of workforce information should improve and the strategy can be further developed.

E Morrison

Head of Workforce Development & Redesign

February 2005
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         Appendix 3

· Staff in Post Trends – showing monthly WTE and EST/SIP/bank and agency/variance by professional group.

· Turnover/Stability – permanent staff only.

· Staff Age Distribution – showing Professional Groups within Trust/NHSG.

· Population Age Distribution – showing population age distribution in Aberdeen, Aberdeenshire and Moray.

· Total Sickness Absence – Monthly and Year to Date – showing monthly trend and year to date for professional groups within Trust/NHSG.

· Temporary Contracts – showing percentage headcount of staff on temporary contracts by professional group and service area within Trust/NHSG. 1
· Parental Leave – showing total reported days used by Professional Group within Trust/NHSG. 2
· Recruitment/Retention Issue – Areas identified as within top 10% and strategy for taking forward with progress against strategy. 3
· Compliance with New Deal for Junior Doctors – report for each service area generated by HR Manager.

· Staff Governance Standards – showing progress against Action Plan.

Notes

The GEM Personnel system currently holds information on all ex-GPCT and ex-GHB staff.  During March 2005 the system will also hold all Facilities and Corporate Services Staff which are currently split between the 2 personnel databases.  The Granite system holds details on all remaining ex-GUHT staff.  

1. The information on temporary contracts held on the Granite system is currently being checked manually by HR Managers for accuracy.

2. Recording of professional groups will commence from April 2005.

3. A new Recruitment system capable of providing this information is currently being developed.
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