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3. INTRODUCTION

This document is a guide to the different notifications which are delivered within the ESR system. The
document is broken into three sections:

= Section 1 gives an overview of how notifications work within ESR and the options available on
receipt of a notification;

= Section 2 details the natifications generated from triggers within the core application, such as a
New Starter or Leaver;

= Section 3 details notifications which are generated within the Self Service environment, such as
the approval of a personal details change made by an employee.

The purpose of this document is not to detail every naotification produced by ESR, or act as a training guide,
but to give an overview and general understanding of the most commonly used notifications.

Every effort has been made to ensure the accuracy of this document, however if there are any changes or
additions needed then please email via esr.pmo@nhs.net including full details of the requirement.

Where references are made in this document to the ‘supervisor’ this is the named person in the Supervisor
field of the employee assignment, as shown below; this may or may not be that same employee’s line
manager.

Salary Information | Supervisor| Probation & Motice Period  Standard Conditions  Statutory Infarmation j

Mame Adams, Mr. Larry
Warker Numher 200959263
Assignment Mumber 20055263

Effective Dates
Fram |[22-ALG-2011 Tao [

Grade Step Entries Salary Information Costing Others. .. J

Similarly, where reference is made to the ‘hierarchy’. This is usually in relation to the Self Service hierarchy
of supervisors and employees as defined by the organisation, and not the organisational hierarchy of
directorates and departments.
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4. NOTIFICATIONS OVERVIEW

A notification within ESR is a system delivered message which either has options for a supervisor to action,
or is for information purposes.

Notifications can be accessed directly from the Portal.

Users logging into the Portal will see how many Notifications they have open, signified by the number next
to the Notifications icon.

[
Cymraeg/English =  Accessibility D & Fichard Perkins =

Electranic Staff Record

Clicking on the icon will take the user directly to their Worklist where they can view and action the
notifications.

— ] )
= m Workflow Q | * & | Logged In As 979RPERKINS o O @
Search Home  Favorites Settings Help  Logout  Portal
Worklist
View  All Notifications v
Select Notifications: Close [IES~ S0
(8 rom = Type = Subiect = N S P
O- XX New Starters Workflow Projected New Starter Notffication 01-Apr-2022 30-Jun-2022 Open
O- XX Auto User Notifications NHS Auto User Create Message 01-Apr-2022 Open
O XX Auto User Natifications NHS Auto User Create Message 25-Mar-2022 Open

When logging in to the professional ESR solution forms, users will receive a ‘Note’ advising them of any
open notifications in their system inbox waiting to be actioned:

© Note ]
\"3 Mumber of open notifications: 9.

Please use the Workflow Worklist to wiew and respond to your
notifications.

On receiving the system “Note” users of the professional forms will need to follow the navigation path
below:

N > Requests> Workflow Notifications:

xS _x

Functions | Documents

Requests:Submit Request

Submit process

+ People Top Ten List
+ Enrolments

& | |+ Recruitment
+ Fastpath -»

ﬂ + Workstructures J

o + Histories

M| |+ Folders -

4}-*' - Requests

F Submit Request

ﬂ View Request

Workflow Motifications
+ Business Intelligence

+ Discoverer Reports

Users are then able to view their notifications as above.
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4.1. VIEWING AND SEARCHING NOTIFICATIONS

Users can change the View filter to enable them to see notifications other than those that are still open.
Closed notifications are removed from view 45 days after they are closed.

Worklist

View  Open Notifications
Selec All Motifications
FY1 Notifications

n! Motifications From Me
O Open Notifications
[J * To Do Notifications

-y
Q @ * 1 Loz inassomeens @ O @

Search Home Favorites . Settings Help  Logout  Portal

Worklist
View All Notifications
Select Notifications: [Reia] ane
T"‘"’ : - .
XX New Starters Workflow Projected New Starter Notification 01-Apr-2022 30-Jun-2022 Open
XX Auto User Notifications NHS Auto User Create Message 01-Apr-2022 Open
O XX Auto User Notifications NHS Auto User Create Message 25-Mar-2022 Open

Search terms can be entered in the search fields. Pressing Enter executes the search.

Y fl e
m Workflow . (] * & | Logged In As 979RPERKINS o U L‘é"."

Home Favorites . Settings Help  Logout Portal

Worklist

View  All Notifications

Seec Nosications: -‘ o

XX Auto User Notifications NHS Auto User Create Message 01-Apr-2022 Open
O- XX Auto User Notifications NHS Auto User Create Message 25-Mar-2022 Open
O XX Auto User Notifications NHS Auto User Create Message 24-Mar-2022 Open

The following rules apply to the terms entered:

Search terms are case sensitive.

The wildcard search term % can be used.

When the worklist is set to View All Notifications, it is possible to search on Status.
When searching status, the term must be entered in uppercase e.g. OPEN, CLOSED.
When searching multiple columns, all criteria must be met to return results.

4.2. SUPERVISOR AND EMPLOYEE NOTIFICATION ACTIONS

The majority of notifications sent between the employee and supervisor which are requesting a change of
information or enrolment on training have four options available to the supervisor in response:

Approve
This accepts the change and the information will be updated in the employee record.

Reject
This will reject the changes made and the information will not be updated. The employee will receive a
notification informing them of this.

Reassign
The supervisor can select another employee to reassign the notification to, requesting that they action the
change.

Return for Further Information

The employee will receive a natification back from the supervisor in which the supervisor should detail the
additional information required.
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Where employees have additional supervisors, requests for changes will be sent to all supervisors with the
exception of PMP and Appraisal processes which use the standard assignment supervisor hierarchy for
processing of notifications. The first action taken against a notification will close the notification for all
supervisors.

This principle applies to other transactions that are sent for approval. For example, when a supervisor
returns a request for correction, the initial notification will be closed for all users. The corrected request will
then be sent to all supervisors, when approved by one of the supervisors (not necessarily the initial
supervisor who requested the correction), the notification will be closed for all users.

The majority of notifications generated within Self Service which require an action by the supervisor are
subject to time out rules. This means that after a defined period of time a notification which has not been
actioned will move up the assignment supervisor hierarchy to next level of approval. They will not be sent to
supervisors of additional supervisors.

Notifications requiring a response will continue to escalate up the supervisor hierarchy all the way to the
top. At this point they will either error following the time out period or continue to re-circulate around the
hierarchy from the original requisition until such time as they are actioned or the process errors.

Timeout rules are covered in more detail in section 4.7 of this document.
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4.3. PREFERENCES

Vivian Leese v
Electronic Staff Record
You are logged in via: N3

e __ESR Pref
Announcements “ My Payslip and pep [ R Preferences

My ESR @ Logout

Users have the ability to control certain elements of ESR behaviour through the “ESR Preferences”. This
can be found by clicking on the name in the top right corner of the header in the Portal.

ESR Preferences can only be set when logged in via the Health and Social Care Network (HSCN), they
cannot be changed when logged in via the Internet.

Search content Vivian Leese

Electronic Staff Record

You are logged in via :
INTERNET

My Role o

Announcements My Payslip and P60 g 04t

My ESR

Ensuring that the correct preferences are set will also enable system pop-ups to be viewed where defined.
To ensure these can be viewed correctly Accessibility > Accessibility Features will need to be set to None.

Accessibility
Accessibility Features I_. @

4.3.1. Email Preferences

The options available will be dictated by the email domain of the user e.g. firsthname.lasthame@domain.net.
Where the domain is classed as a secure email i.e. @nhs.net, then the following options will be available:

e Actionable Notification Email

e Summary Notification Email
e Do not send me mail

Notifications

Email Style IActionabIe Motification Email

¥ TIP You can only receive e-mail summaries if your email address has been entered in your employee record.

Where the user does not have a secure email domain then the option to receive an Actionable Notification
Email will not be available.

Motifications

Email Style ISl_lmrr'uaur\,.r Motification Email

@ TIPYou can only receive e-mail summaries if your email address has been entered in your employee record.

An overnight summary email will be provided with more detailed information including notification type and
who it relates to.
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4.4, VVACATION RULES

Users can set up rules to manage notifications by selecting the Vacation Rules option from their Worklist:

Worklist
View Open Notifications
He Sty My
Leese, Vivian You have successfully enrolled in the class 05-Mar-2018
IAT Update Competence Message for Mr. Adam King 22-Feb-2018
<

|@TIPVacation Rules - Redirect or auto-respond to notifications. |

The user will then be reminded of any previous rules that they have set-up, and can create additional rules
by selecting the ‘Create Rule’ button.

Vacation Rules

R ooy -

“You have not setup any notification routing rules. Please use the Create Rule button to create a new notification routing rule.
<

Item Type | Notification Update

>
Return to Worklist

The Item Type will default to “All”.

Item Type

Notification

Rule Response
Vacation Rule: Item Type

Select the type of notification that will activate this rule.
Item Type --All--

Return to Vacation Rules

Steplof3

If left as “All” this will then skip to the final step to set the dates the rule applies for. If the item type is
changed to HR then the user will need to decide if this is all HR notifications or just specific ones:

O ®
Item Type Notification

Rule Response
Vacation Rule: Notification

Indicate the notification format that will activate this rule
Item Type HR
Notification @ ajl

O Select

Workflow Notification Guide
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Additional information can then be added to specify the periods for which the rule will be applied (for
example periods of annual leave) and any message that is to be added to the routed notification.

0] O

Itemn Type

Vacation Rule: Response

MNotification Rule Response

ndicates required field

Item Type HR
Notification All
* StartDete  09-Apr-2018 00-00:00 =]
* EndDate | 13-Apr-2018 17:00:00 =]
Message

| will be on annual leave until Monday 16th April 2016.

@® Reassign  aJl Employees and Users Q

® Delegate your response

(O Transfer notification ownership

(© Deliver notifications to me regardless of any general rules

The user can then choose whether to Reassign the notification (with delegate authority or by actually

transferring the ownership of it), or by responding to the Requestor with the contents of the note attached.
Once the name has been selected, the Rule Response is completed as demonstrated below.

@) O
Item Type

Vacation Rule: Response

Motification Rule Response

ndicates required field

Item Type HR
Notification All
* StartDate  09-Apr-2018 00:00:00 =
* EndDate  13-Apr-2018 17:00:00 =]
Message

1 will be on annual leave until Monday 16th April 2018.

@® Reassign Al Employees and Users Jackson03, Sam Q
@® Delegate your response
(O Transfer notification ownership

(O Deliver notifications to me regardless of any general rules

The Rule can now be submitted and will appear on the Notification Routing Rules page from which it can be
updated or deleted in the future as appropriate.

Worklist >

Vacation Rules

R o s -

RufeName _ _itenType Notification
Delegate: Jackson03, Sam HR <All> y i} Inactive
< >

Retum to Worklist
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4.5. PROXY AND WORKLIST ACCESS

The proxy functionality within ESR allows delegated access to URPs and notifications, so that tasks can be
performed by one person on behalf of another. Users can grant proxy access to the Self Service
responsibilities listed below and specify a list of other users who can access their worklist and action them
on their behalf via Settings.

Any changes performed by the proxy user are captured in the ESRBI Change Event Log Dashboard —
Employee Analysis and also in the Proxy Report available to the delegating user from the Proxy
Configuration form.

Proxy Configuration

Manage the people that can access your account and act on your behalf.

4.5.1. Proxy Access

Proxy access is available for the following URPs:

e XXX Manager Self Service (Payroll Approvals Required)

e XXX Manager Self Service (Payroll Approvals Not Required)

e XXX Administrator Self Service (Payroll Approvals Required)

e XXX Administrator Self Service (Payroll Approvals Not Required)
e XXX Supervisor Self Service

e XXX Supervisor Self Service (Limited Access)

For English organisations, a Smartcard user will be unable to grant proxy access to a Non Smartcard user,
but a Non Smartcard user can grant access to a Smartcard user.

Select Settings - Manage Proxies.

I
* a | Logged In As 5045JACKSONO3 o ©)

Favorites .. Settings - Help Logout

Preferences

Home Manage Proxies

@ TIP You have 3 open notifications in your Worklist. Please use the Workflow Worklist to view and respond to your notifications Access Requests

Click Add Proxy.

A ®© * o] | Logged In As 5045JACKSONO3 ] (U)

Home  Navigator.. Favorites .-  Settings . Help  Logout

Proxy Configuration

Manage the people that can access your account and act on your behalf.

ECEE
[Details|LastName ____________[FistName___________lUserName __________StartDate End Date

No results found.
< >

To grant proxy access:
Select the username and dates when the access is to be given

In the Grant Responsibility Access section, select the Responsibility that they will be given access to
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Add People

Add Proxy

* UserName  504AWALKER30 Q NotestoProxy Asdiscussed
* Active From  01-Jul-2017 ﬁ
Active To ﬁ

Grant Responsibility Access
Responsibilities O None

® Selected

O Al
Awailable Responsibilities Selected Responsibilities

>
Move 504 Supervisor Self Service (Limited Access)
»

Move All

<

Remove

&

Remove All

The user granted proxy access will receive a natification informing them that they have been given access.

Worklist =
S04AWALKERO1

Proxy Access for Vivian Leese has been granted

O Information
This notification does not require a response.

To Walker, Adam
Sent 01-Jul-2017 11:38:42
ID 347482

You have been granted the ability to act as a proxy for Vivian Leese. In order to act as a proxy, click on the "Switch User' global icon or link from the Navigator screen

N . 7055
MNotes From Delegator As discussed

Return to Worklist
[ Display next notification after my response

45.2. Worklist Access

Select Settings - Manage Proxies.

1
* {a. | Logged In As 504SJACKSONO3 o &)
Favorites Help Logout

Preferences

Home Manage Proxies

@& TIP You have 3 open notifications in your Worklist. Please use the Workflow Worklist to view and respond to your notifications Access Requests

Click Add Proxy.

s 1
n @ * 'E} | Logged In As 5045JACKSONO3 o ©)

Home  Navigator Favorites .- Settings - Help Logout

Proxy Configuration

Manage the people that can access your account and act on your behalf.

Run Proxy Report il -SRI o £ 2NATIE 4

[Details Lastame _______________lFstName _________JUserName __________StartDate End Date

No results found.
< >

Select the username and dates when the access is to be given

In the Grant Worklist Access section, select the workflow items that access is being given to or select All.
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Add People

Add Proxy

el

* UserName  504TRAIN21 Q Motes to Proxy
* Active From  05-Mar-2018 @
Active To  08-Mar-2018 @
Grant Responsibility Access

Responsibilities ® None

O Selected
G Al

Grant Worklist Access

Workflow Item Types
P O None

® Selected
O Al

Available ltem Types

Selected Item Types

Mave

»

Move All

<

Remove

&

Remove All

NHS IAT STATand Mand Competence Approval
XX Inter Authority Transfer Approval

Click Submit.
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4.6. EMAILS AND NOTIFICATIONS

ESR natifications have the ability to be delivered directly to a user's email account. The notifications that
can be sent by email are covered in the document ESR-NHS0252 ESR Email Notifications.

ESR provides the ability to approve, reject or request more information directly from a secure email
account. There are two levels of email capability dependent on email domain security:

e Approval and summary emails - available to NHS.net and other approved secure domains;
e Summary email - other email domains outside an approved list.

ESR users have the ability to:

Receive Workflow Natifications via email (outbound For Your Information (FYI), For Your Action (FYA) and
Summary) generated from ESR.

NHS ESR users, on receipt of an FYA email notification can take inbound actions such as Approve, Reject
and Request for Information from the email notification. On receipt of the email response the workflow will
be progressed within ESR based on the incoming action.

Where a VPD is SPINE enabled and where a natification will update a data item that triggers the SPINE
Interface and the transaction requires additional workflow approval, the outbound FYA email will be
supressed and a secure FYI email will be sent to the user informing of the transaction and to login to ESR
to take the required action.

Workflow Email Notifications will be sent to the email address held on the Office Details tab against the
Person Record of the intended recipient.
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4.7. TiIME OUT RULES

As discussed earlier, the majority of notifications are subjected to time out rules, for example when an
administrator makes changes in Administrator Self Service and an approval notification is sent to a
supervisor to approve the changes, the supervisor will be given a fixed amount of time to approve the
notification.

If the notification is not approved within the time allowed then the notification will be progressed onto the
next supervisor in the hierarchy, or returned to the initiator. The Manager Flag tick box located on the
Miscellaneous Tab on the Assignment Form is used to highlight whether or not a supervisor is classed as a
‘Manager’ for approval of notifications in relation to Administrator Self Service.

The time out days for each administrator function are listed in the table below.

Function Time Out Days

Administer Assignment Changes
Administer Hours Changes

Administer End Employment

Administer End Non Primary Assignment
Administer Hires

Administer Personal Information
Administer Property Register

Administer Supervisor

Administer Location

Administer Absence

Administer Competencies

Administer Qualifications

Administer Registrations and Memberships

U1{00 (00 |UT|O1|O1|00 |00 (U100 |UT|UT|O1

The table below details the time out period in days for employee initiated changes requiring approval:

Function Time Out Days
Absence* 28
Personal Information 8
Education and Qualifications 8
Enrol In Training 8
Competence Profile** 8
Professional Registration 3
Internet Access Approval 10

*Note - After 28 days, requests for Annual Leave will be returned to the initiator so that they can cancel the
workflow.

**Note - After 8 days, requests for updates to competence profiles will be returned to the initiator so that
they can cancel or resubmit the workflow.
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4.8. TRANSACTION MONITOR

The Transaction Monitor allows users to view and track details of Self Service transactions that have a
status of ‘Pending Approval’, ‘Complete’ and ‘Error’. For self service transactions that are ‘Pending
Approval or ‘Complete’ users can use the transaction monitor to view the approval history, comments, and
attachments for the transactions, if any.

It is available to all Self Service URPs, HR Administration, HR Administration (With RA), Payroll Super
Administration and Payroll Administration.

It enables:

Employees to view all transactions that they initiate.

Managers to view those transactions initiated by themselves on any user within their hierarchy.
HR/Payroll users to view all transactions initiated by users within their VPD.

The Transaction Monitor displays transactions which have been created on or after 15» December 2013.
Completed transactions are available for 45 days, with the exception of absence and competence transactions
which are available back to 15* December 2013.
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4.9. MANAGING WORKFLOW NOTIFICATIONS

The ability for a System Administrator to view workflow notifications within ESR has been provided through
the Workflow Administrator URP.

The administrator can see all workflows which have been initiated from within their organisation and has the
ability to reassign workflow notifications.

This User Responsibility Profile is intended for use by a System Administrator or similar, and is not intended
for general allocation. The responsibility allows users to reassign Workflows, changing the intended
approvals for a given workflow, for example when an approver has taken unplanned leave. In allocating this
responsibility to a user the organisation are accepting that the user is authorised for this level of system
access.

To ensure this functionality is appropriately utilised, it has been agreed that the maximum number of users
with access to this responsibility profile should be 7 per organisation. Usage will be monitored centrally and
if more than 7 users have access to this user responsibility within an organisation it will be flagged by the
ESR System Provider and discussed with the NHS central team.

The workflow Status Monitor can be used to find the location of workflow notifications within ESR i.e. whose
worklist is the notification in. When conducting a search it is important that criterion is used. Failure to do
this will result in the search taking an excessive amount of time, and may result in errors.

Status Monitor >

Monitor Search
Workflows
Search
Select "Show More Search Options" to search for workflows by activity characteristics.
Workflow Type ‘ ‘ Q Item Key ‘ ‘
Type Internal Name l:l User Key ‘ ‘
Example: WFDEMO. WFERROR * Workflow Status Any Status V
Workflow Owned By IAII Employees and Usersﬂ ‘ Q

* Workflow Started |[Last 30 Days Vv

? Show More Search Options

Results: No Search Conducted

Select Workflow and View_ [Tt sTi30e0] Status Diagram Participant Responses

Waorkflow lltem User Child
Status(Type IKey. Process Name LES OwnedBy |Started ¥ Completed| Workflows

O % Error|HR 3504  XXNHS Enroll in Learning Approval Leese, 13-Jul-2017
= = Vivian 08:37:44
() | |Active HR 3443 NHS Employee Personal Information Process Leese, 12-Jul-2017
- Vivian 08:52:20
O | Active HR 3413 NHS Admin/Manager Assignment Process Leese, 10-Jul-2017
- Vivian 15:59:33

Detailed information for using Workflow Administrator is available in the ESR User Manual.
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5. ROLE BASED NOTIFICATIONS

Role based notifications allow relevant business information to be targeted at specific ESR users whose job
requires them to either be aware of or act on this information. The list of roles currently available in ESR is
shown in the table below.

Role Purpose

AfC Increment Deferral To support AfC terms and conditions for incremental pay
progression the AfC Increment Deferral role is available, with
holders receiving notifications to alert them of action required.

Applicant Details Role holders will receive a notification advising them of
details updated in the My Applicant Details portlet.

Assignment Reminder Notifications sent to the role holders detail information
relating to tasks and reminders placed on an individual's
assignment.

Auto User Account Details Role holders will receive a notification advising of user

account details created using the automated process e.g.
usernames and passwords.

Conflict of Interest Reviewer Role holders will receive a monthly summary of the Conflict
of Interest declarations made or updated in their organisation
in the previous month.

DBS Administration Notification sent to the role holder when a person’s
subscription to the DBS Update service is due to expire.
DBS Status & Safeguarding Notification sent to the role holder when the results of the

DBS Update e-bulk check shows the status of either New
Information or No Match Found against an employee.
Dental Prof Registration Allows the role holder to receive notifications regarding the
information transferred using the Professional Bodies
interface for General Dental Council members. The
notifications detail failed lines, lines which require a decision
on being accepted and lines which have been successfully
updated.

Employee Checklist There are four roles associated with the employee checklist
which direct notifications to specific staff groups for ‘General’,
‘Medical and Dental’, ‘Nursing and Midwifery’ and ‘All’.
Notifications will be sent listing all employees and applicants
who have had automatic updates made to the ‘Date of
Medical Clearance’ field or have an OH Status of ‘unfit’.

Employee Relations Role This notification is triggered on the same day any Warning
Expiry Date field on any of the Employee Relations forms
occurs.

Expiry Notifications Alerts the role holder of the expiration of Registrations and

Memberships; Competencies; Fixed Term Contracts; and
Reviews Due. There are four roles associated with the Expiry
Notification which direct notifications to specific staff groups
for ‘General’, ‘Medical and Dental’, ‘Nursing and Midwifery’

and ‘All’.

Generic System Administration Notification sent to the role holder when there are no active
users allocated to the DBS Status Notification role.

Gl: ETA — Occ Health EIT Role After the bi-directional interface has run, if there are updates

to immunisations, the role holder will receive a notification
describing the success, error or failure of that update and can
then act accordingly.

Gl: OHA — Occ Health Assessment | After the bi-directional interface has run, if there are updates
Role to OH assessments, the role holder will receive a notification
describing the success, error or failure of the update and can
then act accordingly.

HCPC Registration Allows the role holder to receive notifications regarding the
information transferred using the Professional Bodies
interface for Health Care Professions Council members. The
notifications detail failed lines, lines which require a decision
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Role

Purpose

on being accepted and lines which have been successfully
updated.

IAT Approver The role holder can approve requests for IAT. They will also
be able to Perform PDS Copy for Self Service hires.
IAT Initiator When a non-automated IAT request is approved, the

approval notification will be delivered to all role holders

IAT Service History

This role holder will receive the IAT NHS Service History
Notification with details of the consolidated service history for
an employee.

Internet Access Approval

Allows the role holder to manage requests for remote access
for Employee Self Service and Employee Self Service
(Limited Access).

Jr Doc & Trn Dentist Contract

This role holder will receive a notification when Junior
Doctors and Trainee Dentists are transferred to an
organisation with the values for the following elements held
by the employee:Cash Floor Protection NHS and Annual
Leave Appointment NHS.

Maternity Return Ntf

Identifies employees that are due to return to work from
maternity leave and sends a notification to the role holder.
There are four roles associated with the Maternity Return Ntf
which direct notifications to specific staff groups for ‘General’,
‘Medical and Dental’, ‘Nursing and Midwifery’ and ‘All’.

Medical Staff Officer

Allows the role holder to receive notifications regarding the
information transferred using the GMC and Doctors in
Training (DIT) interfaces. The notifications detail failed lines,
lines which require a decision on being accepted and lines
which have been successfully updated.

Multi-Employer Comp Update

This role holder will receive a notification when an employee
with additional employments at other organisations is
awarded a competence at one of those organisations.

NHS CRS Add Applicant Error

Role holders will receive workflows related to Applicant errors
returned from CIS.

NHS CRS Add Employee Error

Role holders will receive workflows related to Employees and
External Shared Service Staff errors returned from UIM.

NHS CRS RA Agents

Enables the role holder to receive notifications in relation to
the ESR interface with UIM and the NHS Bank Inactivation
Concurrent Process

New Starter Notification

Sends an automated list of new starters that are due to join
the organisation to the role holder.

Nursing Prof Registration

The Professional Bodies Interface includes updated files from
the Nursing and Midwifery Council (NMC) and information is
sent to role holders. The notifications detail failed lines, lines
which require a decision on being accepted and lines which
have been successfully updated.

A separate notification is sent advising when an NMC
registrant’s revalidation date is due in twelve, six and four
months. A short notice natification is also sent when the
revalidation for a new starter is less than four months away.

Occupational Health Admin

This role holder will receive notification of OH information
generated through the IAT process.

Occ Health Absence Referral

Notification to the Occ Health Absence Referral role holder is
sent notifications as part of absence trigger points.

PDS Notification

Role holders will have the option to perform the PDS Copy
when hiring an applicant. When the IAT Process is run, the
PDS notification will be sent to the role holder where this has
been populated.

Pay Progression

Role holders will be sent notifications on a monthly basis,
outlining all employees due a pay affecting increment in the
next 45 days.

Payroll Super Admin

Notifications advising that Time and Attendance and
Pensions interface files have been received are sent to the
role holders.
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Role

Purpose

Person Reminder

Notifications sent to the role holders detail information
relating to tasks and reminders placed on an individual's
person record.

Pharmacy Professional
Reqistration

Allows the role holder to receive notifications regarding the
information transferred using the Professional Bodies
interface for General Pharmaceutical Council members. The
notifications detail failed lines, lines which require a decision
on being accepted and lines which have been successfully
updated

Property Reqister

Role holders will receive a notification one week before the
employees leave where they still have property assigned.

Recruitment - Non Deanery App

A notification will be sent to the role holder with details
relating to the creation of both successful and or failed
applicant records.

Reference Approver

The role holder will receive a notification entitled ‘Request for
Standard Reference Information’ and is required to
approve/reject the request, validating and populating the
applicant information as required.

Reference Receipt

Role holders will receive a notification from the Reference
Approver at the approving organisation advising if the
reference request has been approved or rejected. Where
approved this will include a copy of the standard reference
form.

Reverse Termination

Sent to role holders when an employee’s termination is
reversed.

Right to Work

Alerts the role holder to the expiration of a Right to Work
document. There are four roles associated with the Right to
Work which direct notifications to specific staff groups for
‘General’, ‘Medical and Dental’, ‘Nursing and Midwifery’ and
‘All'.

SSHR Payroll Approvals

Allows the role holder to approve payroll impacting changes
generated from self service Managers and Administrators.

STC Learning Administrator

Allows the role holder in the Shared Training Provider to
manage learning enrolment requests from customer
organisations through the receipt and generation of
notifications.

Stat & Mand Competencies Ntf

The IAT process will transfer any national statutory and
mandatory competences to role holders at the pre hire stage.

Supervisor Hierarchy Ntf

Role holders will receive a notification each time that a
Supervisor’'s assignment in their organisation is changed to a
particular status.

Termination Notification

Sends an automated list of employees due to be terminated
to the role holder.
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5.1. ALLOCATING ROLES

To allocate any of the above mentioned roles to individuals in your organisation you will need access to
either XXX Local HRMS Systems Administration or XXX Local HRMS Systems and User Administration
URP and select the Maintain Roles function from the menu options.

Oracle Applications Home Page

Navigator

% 504 Employee Self Service 504 Local HRMS Systems and User Administration
504 HR Administration Setup U

3 504 Local HRMS Systerns and User Administration — = _UD -sers

Maintain CRS Person UUID
OLM Data Groups
NHS User Level Override Setup

Maintain Local Values

Flexfield Values

Administer Folders
Application Utilities Lookups

Requests

Submit Request

View Request
Workflow Notifications

Discoverer Reports
Standard Reports
Ad Hoc Reports

A

Click in the role you wish to allocate and then click in to the Person field on the Users tab. You can then
either search for or enter the name of the person to whom you wish to allocate the role (names are stored
Last Name, Salutation, First Name).

O maintain Roles

- Fole Name Rale Type Further Infarmation Enahled
‘Emp Checklist - General |HR htanager | v »
Ernp Checklist - M&D HR Manager | 2 ?
| Ermp Checklist - Ma HR Manager | v ]
‘E}:piry Mtf - Al |HR hanager | v
‘Expiry Mif - General |HR Manager | '3 -
Users l Fasitions Templates Extra Information
~Person Llser Default Role  Benefit Role  Enabled
] - 00w s
M I
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5.2. LocAL ROLEsS

Organisations can use Local Roles if they wish to devolve responsibility for certain areas to specific
individuals or teams.

They can be assigned to organisations for:

e SSHR Payroll Approvals

e Stat & Mand Competencies Ntf
¢ PDS Notification

e Reference Approver

e Pay Progression

Assigning a role to an organisation will assign it to all organisations beneath it in the organisation
hierarchy, unless they are overwritten at a lower level.

Notifications for employees in positions in organisations with a local role assigned will be sent to the
local role holder.

Where an organisation has no override assigned to it, either directly or at any point above it in the
hierarchy, then the national role will continue to be used.

Can be assigned to person records (via Professional forms or Self Service) for:

e New Starter Notification
e Termination Notification

Where local roles are assigned to person records, notifications will be generated for the local roles where
the new starter/leaver has the role identified on the Person Extra Information form. These can be used to
inform specific departments (for example, an IT department to grant/revoke access to specific systems) that
action is required for that person.

5.2.1. Naming Conventions

Local roles are created by XXX Local HRMS Systems and User Administration - Maintain Roles. People
are added to this local role.

© Maintain Roles M = B3

Role Name Role Type Further Information Enabled

I 504 Ward 10 PDS Notificatiol v

| ®

Users Positions Templates Extra Information
Person User Default Role  Benefit Role  Enabled
Harrison, Miss Anne S04AHARRISON v =
Perkins, Mr. Richard 504RPERKINS v

Locally created roles need to comply with the following rules:

e Must start with the three digit VPD identifier
e Keywords must be included in the Role Name - these are case sensitive
e Use spaces between words, not underscores
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The character limit and keywords are outlined in the table below:

National Role Character Limit | Keywords Example

SSHR Payroll Approvals 30 Payroll Approval 123 Ward 10 Payroll Approval

Stat & Mand Competencies Ntf 30 Stat & Mand 123 Ward 10 Stat & Mand

PDS Notification 30 PDS Notification 123 Ward 10 PDS Notification

Reference Approver 45 Reference Approver 123 Ward 10 Reference
Approver

New Starter Notification 30 New Starter 123 Car Park New Starter

Termination Notification 30 Termination 123 Car Park Termination

The 6i NHS User Roles report available to Local HRMS System & User Administration URP lists all users
with roles along with the relevant employee details.

Once created they can be assigned to the appropriate organisation via the Organisation level DFF. Any
person who has been added to the Local Role for the Organisation will receive associated notifications.

O] = =
Name 504 Ward 10 Type Ward
Dates é AT Org. Unit Details
From
Organisation End Date Reason
Location Welsh Organisation Translation
Location Address | Agenda for Change Effective Date
Internal Address Hosted Organisation
Organization Classifical  CRS Organisation NACS Code
Name Department Manager
B R Orgenizaton NHS CRS Worklst
NHS CRS Sponsor
Payroll Approval Role
IAT Standard Reference Approval
Stat & Mand Competence Role
PDS Notification Role |504 Ward 10 PDS Notification

Pay Progression Role &

Target Organisation
4] »
Gancol ) cear | [ o )

5.3. AFC INCREMENT DEFERRAL ROLE

To support AfC terms and conditions for incremental pay progression the AfC Increment Deferral
role is available, with holders receiving notifications to alert them of action required. Notifications

are triggered by the outcome of the Pay Progression Meeting and AfC Development Review
appraisal process, the table below showing the values available for selection in ESR and the
effect of each of these:

Value ‘ Afc Development Review Pay Progression Meeting

Yes The appraisee progresses on to the next Where a row exists in the Appraisals
incremental point. There is no change to the | and Development Summary EIT for a
existing process and no further action is review type of 'Pay Progression
required. No natification is generated. Meeting' and this row has an

appraisal date in the 365 days prior to
their increment date being processed
then the appraise will advance to the

next point on the pay scale.

No The appraisee does not progress on to the The appraisee will not be advanced to
next incremental point. No further the next pay step point. A notification
incremental progression will be possible is sent to the role holder.
without intervention. A notification is sent to
the role holder.
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Afc Development Review Pay Progression Meeting

Yes following initial | This will trigger a notification to the role This will trigger a notifictation to the

deferral holder advising that manual intervention is role holder advising that manual
necessary to ensure the appraisee is given | intervention is necessary to back date
the appropriate incremental progression. pay to the Date of Re-Instatement —

specified on the notification.

Rules for when notifications will be sent are as follows:

= The AfC Pay Progression field is populated/updated with ‘2-No’ or ‘3-Yes following initial
deferral’

= The Appraisals and Development Summary EIT ‘last update date’ is greater than the date
the ‘NHS AfC Increment Deferral Notification’ process ran.

= Where multiple EIT rows exist the latest Appraisal where the Appraisal Date is less than
the Increment Date.

For a subsequent appraisal following a ‘No’ response ‘Yes following initial deferral’ must be
selected to trigger a notification to the role holder. For review types of Pay Progression Type, a
value must be entered in the Date of Re-Instatement field.

An example of a notification advising that incremental progression will be withheld is shown
below:

Worklist

(1] Information
This notification does not require a response.

Deferral of Pay Progression

m More Information Request

From SYSADMIN
To 16836609

Sent 27-Mar-201908:28:16
ID 554432303

SNMC NMGR esr.test02@nhs net

The pay progression will automatically be deferred based on the outcome of the appraisal process at the next increment date for the following Empioye

e— Appraisal Increment Deferral by
N - S el el e e N O el 8
S 4 27 79 Pay Sor 01-APR-2019

!
SNSug
SNSupervisor

An example of a notification advising that incremental progression needs to be reinstated is
shown below:

Worldist >

0 Information
This notification does not require a response.

Deferral of Pay Progression

3 More nformation Regues

From SYSADMIN
To 16836609

Sent 01-Apr-201914:13:18
ID 554478315

[0GrEssion should be reinstated for the followin

AFCH stOne, AFC

] Employes

| assignment Number | Appraisal Type | Appraisal Do increment Dase Deferral Date | supervisor | supervisor Email_Main Reviewer | Main Reviewer Emil | Commens
) Pey Progress DAPR2019 OLAPR.2

70 Mseting 30-APR 01%  31-MAR-2019 SNMGR, Mrs SHNM

SNMGR.Mrs. SNMGR
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5.4. PAY PROGRESSION ROLE

Notifications will be sent to role holders on a monthly basis, outlining all employees due a pay affecting
increment in the next 45 days.

Worklist >

0 Information
This natification does not require a response.

Notification of employees with a pay step progression point - Pay Affecting

OK

To XXHR_PPM_ADHOC 419 34 440121
Sent  29-Mar-2019 143821

ID 554468306
The following employees have a Pay Step progression point within the next 45 days. Please ensure all
appropriate activity in relation to the local policies and procedures on pay progression have been completed

Meeting Date:

AICIncremeniElaven, Mr. AlCIncremTes|Eleven 27714133 esr leslD3@nhs net SN TeslPos ORGZ 25-APR-2010  52142.00 01-APR-2018 No 01-AUG-2013
AfCIncr i Sevent Mr. AfCincremTe 27714438 esrtestl3@nhs net SN TestPos ORGS 28-APR-201%  55226.00 04-APR-2019 No 01-AUG-2019
AICIncrementSixieen, Mr. AICIncremTestSideen 27714138

esrtesti3@nhs.net SN TestPos ORGS 28-APR-201%  55226.00 01-APR-2019 Yes following initial deferral 01-AUG-2019
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5.5. (ASSIGNMENT) DIARY REMINDER

This facility allows notes and actions to be recorded against person and assignment records in the
professional forms, with the ability to enter due dates, review dates and dates of completion.

Events will be naotified to the Person Reminder or Assignment Reminder roles based on the Item Type
selected for the Diary Reminder entry as follows:

= Personal (Person Reminder)

= Absence (Assignment Reminder)

= Assignment (Assignment Reminder)
= Payroll (Assignment Reminder)

An overnight summary notification will be produced for the appropriate role listing all events where either of
the following is true:

= Review Date is today
= Date Due is 30 days from today

An example of the notification is shown here:

Worklist =

Diary Reminder for 18-JUL-2017

© Information

This notification does not require a response.

m Request Information

To 504 Diary Reminder 18071714151
Sent 01-Jul-2017 14:15:01
ID 347290

This is a Diary Reminder summary for 01-JUL-2017

Last First Employee Applicant Assignment Daue
Name Name Title| Number Number Number Date Due Review Dste

Joshi Neela Mrs. 20095060 Assignment Pending 17- Check element entries to ensure that correct non-recurring payments have been
JuL-2017 JUL 2017 stopped

M Request Information

Return to Worklist
[C] Display next notification after my response
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5.6. AuTO USER ACCOUNT DETAILS

The Automated User Account process runs each night, and a list of the accounts generated will be sent in a
summary notification to holders of the ‘Auto User Account Details’ role. At least one user must be assigned
to this role for the process to work.

Role holder receives workflow notification.

Worklist
View | Open Notifications :

Select All | Select None

Godfom T s v D |
E XX Auto User Notifications NHS Auto User Create Message 18-Jul-2017

@ TIP Vacation Rules - Redirect or auto-respond to notifications.

@ TIP Worklist Access - Specify which users can view and act upon your notifications

Detailed Auto-User Account Notification.

Worklist >

NHS Auto User Create Message

© Information

This notification does not require a response.

To 298 Auto User Account Details 30121612334618238
Sent 30-Dec-201612-33:44
ID 295744905

The following new accounts were created by the Automated User Account Creation Process which ran at 30-DEC-2016 12-01-22

Last Name First Name |Title |Empl Number i MNumber Organisatit Position Title User Name Password Email Address User Person Type | Message
Kumar Mary Esther [Mrs. 15109827 123Ward 19 Position 5360878 | 123MKUMARO1L | 2NOX3G3P Employee
Graings Harriott Ms. 52 123Ward 12 Position 52000  |123GRAINGER |2DFG3F2% Applicant

In order for this process to work organisations must decide to opt into this process by setting the correct

option on the Organisation Descriptive Flex Field for the Employing Authority Level Organisation (most
commonly this is the organisation type of ‘Trust’).

The available options are:

= No User Creation (null will also be interpreted as this value)

= No User Creation — No Approval Required for Remote Access

= Employee SSHR

= Employee SSHR (Limited Access)

= Employee SSHR (Limited Access) — No Approval Required for Remote Access
= Employee SSHR — No Approval Required for Remote Access

Where something other than one of the ‘No User Creation’ options is selected then from that point on all
new hires and applications set to ‘Offer Accepted’ will be processed overnight to generate new user
accounts with access as defined above.

Where organisations have not set up their supervisor hierarchy and approval is required for remote access,
then the organisation must assign at least one person to the Internet Access Approval role.
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5.7. CONFLICT OF INTEREST REVIEWER

Holders of this role will receive a monthly summary of the Conflict of Interest declarations made or updated
in their organisation in the previous month.

These will be automatically sent out at the start of each calendar month for the previous calendar month.

The notification will have a count at the top of all ‘Nothing to Declare’ declarations and then a table of all
other declarations with some summary details.

The notification will include information where an employee has deleted a declaration that has previously
been recorded and has a Manager Action recorded against it.

Warkist >

LiJ Information
tification does not require a response

Conflict of Interest Updates

[oc | e |

To JOHR_XXCOI_1571107_298
ent 26-May-202109-49:39
D 147579

hese 2

Change Type Person Type  Name  Assignment Number Position  Category Situation Start Date  End Date Consent Submission Date
DELETE  Employes mos, Deborah 20066385 Stall Nurse Financial interesis Gil 20-MAY-2021 20-MAY-2021 ¥ 26-MAY-2021
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5.8. EMPLOYMENT CHECKLIST NOTIFICATIONS

A national process will run twice daily to generate naotifications listing all employees and applicants who
have had automatic updates made to either the ‘Date of Medical Clearance’ field or have an occupational
health status of ‘Unfit’ on the Employment Checklist (Special Information Type) SIT by the Occupational
Health Module.

To receive these notifications users must be assigned to one or more of the Employment Checklist roles:

Emp Checklist - All Emp Checklist - N&M
Emp Checklist - M&D Emp Checklist - General

O Maintain Roles
Role Mame Role Type Further Informatian Enahled ~
J Emp Checklist - Al HR Manager v >
Emp Checklist - General HR Manager v B
Emp Checklist - M&D HR Manager v
Emp Checklist - Mah HR Manager v

Notifications will be sent to the following roles using the conditions set out:

Emp Checklist — All role receives notifications for all staff

Emp Checklist - M&D role receives notifications for Medical and Dental staff only

Emp Checklist - N&M role receives notifications for Nursing and Midwifery staff only

Emp Checklist — General role receives notifications for General staff only (note ‘General’ here means

all other staff i.e. those not defined as M&D or N&M)

Where no users are assigned to a role then no notifications will be generated. Where no staff have been
updated by the Occupation Health module since the last run then no notifications will be generated.

Example Notification

Worklist >
The following Employees have had automatic updates made to their Employment Checklist
record.

© Information

This notification does not require a response

o L i | i |
To Leese21,Vivian
Sent 18-Jul-2017 14-32-51
ID 347291
[ Last | First Assignment | Applicant | Position | Position | Position [ Primary New | OH OH EPP | EPP
StaffGroup | Organisation| \ e | Name | ™| Number | Number | Number | Description | OccCode | 223000 | gy | Damafem |y | Status | Restrict/Conditions | Clearance | Post
Nursing snd Dsts of
Midwifery 504Ward 10 |Joshi  |Neels |Mrs. |20095060 84508 StaffNurse | on SO4ESR Medical Unfit No
" Band 6 Haspital
Registered Clearance
o L i | i |

Return to Workdist
i} Display next notification after my response
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5.9. EMPLOYEE RELATIONS ROLE

The Employee Relations Administrator URP can be used to capture information relating to the following
areas:

= Capability (No Underlying Health Reason)

= Capability (Underlying Health Reason)

= Disciplinary

=  Flexible Working

= Further ER Stages

= Grievance

= Harassment

Where the ‘Warning Expiry Date’ field is completed for any of the ER processes a notification will be
triggered to the role holder on that day.

[4¥] —x
Functions | Documents
b
Employee R@ _lolx ‘
Enter and m|
[E = =] F3
+ Ma
- Em
+ B e (@
WV Capability N
- = Frocess Star Uate [SU-MAR-ZUT(
V| Capability U
. + Bud Ty Case Reference No (GR/M23/17
M + Dis Tadie Position 1 84608|Staff Nurse Band 6INGA|Surgery| 20095323
4}-* Further ER Paosition 2
= l Grievance Position 3
_ Harassment HR. Contact |Matthews11, Ms. Pauline
Line Manager Contact Leese11, Mrs. Vivian
7 Reason |Organisational Change

Stage |Formal Stage 4
Details Meeting Date [13-APR-2017
l Individuall3 Represented By \Union/Staff Body/Prof Org
Qutcome |Upheld in Full
Investigating Officer |Steele11, Mrs. Kerry
Warning Expiry Date |11-MAY-2017
Process End Date |11-MAY-2017

Further ER Stages |No
A e R e e, | 3

OK Qancel)l Clear)l Help)l

Example notification:

1]

Employee Relations Warning Expiry Date

 Information
This notification does not require a response.

m Request Information

To 504 Employee Relations 11051710234
Sent 11-May-2017 10:23-09
ID 347448

An Employee Relations Warning Expiry date has occurred for the following people. You should review the record and take the necessary action required.

ET Employee Last First

Line Manager ‘Case Reference ‘Wamning Expiry | Waming Expiry
Name Num Name Name Name Date 2

Title Organisation Staff Group Job Role HR Contact Name Number Date1

Grievance 20095323  Jimenes1! Monica Miss 504 Ward 10 Mursing and Midwifery Registerec Staff Nurse Matthews11, Ms_ Pauline Leese11, Mrs. Viviar GR/123/17 11-MAY-2017

@ Request Information

Return to Worklist
[] Display next notification after my response
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For Flexible Working, where the Agreed Arrangements End Date has been entered, the Role Holder will
receive a notification 14 days prior to this date.

8 =50
Type
Data Entry Group Type -
Development Support Process Start Date [03-NOV-2020
EU Status Case Reference Number
Emplayment Checklist Details Position 1 92767[Staff Nurse|NGAGeneral Medicine 2006594
| Flexible Working Position 2
S g o3
legal Working Checkist
Jo::lsns - Mid:cal and Dental £ oot
o s Ol Sk Grs Line Manager Contact [Harrison, Miss Ann
Date Application Submitted 03.NOV.2020
s 0 Date Appiication Received |03.NOV-2020
| | Chitdcarel03-NOV-2020192767\Sta Nurse\INGA\General MedicinelliHarrison, Mis - Application Compiete Yes
Other Applications Within 12 Months [No
Requested Change |Decrease hours - remain PT
S sed Arrangements Temporan
I Agreed Arangements End Date
Within 28 Days
Meeting 1 Date |30.-NOV-2020
Represented at Meeting 1 By
Mesting 2 Date
at Meeting 2 By
Decision Required By 03.FEB-2021
Decision Date
Outcome [Pending Decision
Outcome Details
Effective Date of Change
Date Decision Letter Sent
Process End Date
«
oK Cancel Clear | Help
o Information
This notification does not require a response.
End of Flexible Working Arrangements for Richard Perkins
To 298 FLEXWORK Employee Relations Role &4
Sent  05-Now-202011:2747
D 132605
“The flexbke worting arrangements for Richard Perkins were tecorded i ESR as Temporary, wih an end date of 19-Now 2020, Flease review the record held in ESR and make any amendments 1o the agieed arrangements as required, ensuring s has been discussed with the employes as necessary

5.10.

EXPIRY NOTIFICATIONS

There are four roles associated with expiry notifications, all expiry notifications will be sent to holders of

each of the four the Expiry Notificat

= Expiry Ntf — All
= Expiry Ntf - General
=  Expiry Ntf - M&D

Expiry Ntf - N&M

I O Maintain Roles

Raole Mame

ion Roles:

Role Type Further Information

Enabled

| Expiry niti - a1

|HR hanager

v

' |Expir3,r Mtf - General

|HR hanager

<

 [Expiry Nif - M2

<

[Expiry Ntf - &M

|HR hanager

<

|GIETA - Oce Health EIT

sers Puositions

|
|
|HR hlanager ‘
|
|

|HR Manager

Templates Extra Information

<

|
Ferson

User Default Role

S04TRAINDT ]

Leesed1, Mrs. “ivian
[ .

[ —

Enahbled
w

—

Benefit Role
[]

—

Fs

NB:
the new ‘Expiry Ntf - All’ rol

Workflow Notification Guide
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The four separate roles allow users to receive naotifications for specific staff groups as required:

Notifications for all employee assignments will go to users enrolled onto the ‘All’ role.

Users enrolled onto the ‘General’ role will only receive notifications for staff in positions where the
Occupation Code is defined as ‘General’ (i.e. all other Occupation codes which are not ‘Medical and
Dental’ and not ‘Nursing and Midwifery’).

Users enrolled onto the ‘M&D’ role will only receive notifications for staff in positions where the
Occupation Code is defined as being Medical and Dental.

Users enrolled onto the ‘N&M’ role will only receive notifications for staff in positions where the
Occupation code is defined as being Nursing and Midwifery.

Expiry notifications are sent to the Expiry Notification role holder for each of the following events:

Fixed Term Contract End Date
Review Date

Professional Registrations Expiry Date
Competencies Expiry Date

A separate notification will be received for each type of event at the following frequencies:

3 Month Noaotification. This will list all employee assignments where the expiry date is due in 90 days.

1 Month Notification. This will list all employee assignments where the expiry date is due in 30 days*.
The Short Notice Notification will list all employee assignments where there has been an update to the
expiry date which results in the new expiry date being less than 30 days from the current date as at the
time of the update*

Manager Notifications

The one month expiry notification sent to line managers is sent on the 1st of the month*. The
notification lists all staff with expiry dates in the following calendar month. This notification is called the
‘Next Month’ notification.

The three month notification sent to line managers is sent on the 15t of the month and shows dates for
staff with expiry dates in 3 calendar months’ time. For example a notification sent on the 1st June will list
all staff with expiry dates in September.

*Note - This is with the exception of Registration Expiry notifications which is outlined in the Registration
Expiry section.
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5.10.1.

Competency Expiry Notification

The recording of mandatory training, such as Manual Handling or Fire Safety, is best achieved in ESR by
using the national Core Skills Training Framework. Individual competencies can then be added to an
employee’s competence profile on completion of the appropriate training.

Once populated the renewal period against the competency will be used to automatically apply an end date
to the competency when it is associated with a person’s record. The Competency Expiry Notification will
then use this date to trigger a workflow notification. The natification is sent to:

= Manager — This is the person entered in the Supervisor field on the employee’s assignment.

= Employee

= Role Holder — Any user of ESR who has been set up to receive the expiry notifications. This is set up
using the System Administration URPs, and the Maintain roles functionality:

Example manager notification

Worldist =

0 Information
This notification does not require a response.

Competence Expiry - Next Month

m More Information Request

Position Position Occ Primary

Location Competence Name

To Manager

Sent  01-Jun-202013:-14:54

ID 88228

The Human Resources Management System has identified that the following members of your staff have Compelences due Next month

o Last || . Assignment Position

Staff Group Organisation Fom First Name Title T Tl

Nursing and Midwifery  5p5 pyrsing Month1  One Mr. 20000001 92751

Registered

Nursing and Midwifery 555 jypsing Monih2 One Mr. 20000002 92752

Registered

Nursing and Midwifery 5o yyrsing Month3  One Mr. 20000002 92753

Registered

Nursing and Midwifery oo yyeing Month4 One Mrs. 20000004 92754

Registered

Hursing and Midwifery  gpa pyrsing Month5  One Mrs. 20000005 92755

Registered

HNursing and Midwifery 5o pyyring Monthé  One Mrs. 20000006 92756

Registered

Nursing and Midwifery — gpg pyrsing Month? One Mrs. 20000007 92757

Registered

The employees have also been notified

Employee 1 month and Short Notice notifications

Description Code Flag
. 007 . NHS|KSF|Capacity and Capability
Nurse 007 508 Y G7|General
Nurse oo7 508 Y NHS|KSF|Communication C1|Core
y . , NHS|KSF|Development and Innovation
Murse 007 508 Y G2|General
’ o7 . NHS|KSF|Capacity and Capability
Nurse 007 508 Y G7|General
Nurse 007 508 Y NHS|KSF|Communication G1|Core
" 007 . NHS|KSF|Development and Innovation
Nurse 007 508 Y G2|General
Nurse o7 508 Y NHS|KSF|Equality and Diversity C6|Core 7

As part of the 1 month and short notice expiry events the Learning automatic subscription and enrolment

process will perform a competence assessment on the employee. The content of the notification will vary
based on the existing subscriptions and enrolments that the employee has and the availability of learning
within the ESR Learning Catalogue to achieve the competence.

Outcome of competence assessment

Content of notification

Already subscribed/enrolled on learning

Informed to play/search using the My Compliance
Portlet.

Subscribed and/or enrolled onto associated
learning

Informed that competence can be gained by
completing the learning they have been
subscribed/enrolled upon.

Not subscribed/enrolled but learning available to
achieve competence.

Informed that the competence can be gained by
completing one of the listed learning events.

Not subscribed/enrolled and no learning available

Informed that no learning available and asked to
contact learning administrator

Workflow Notification Guide
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5.10.2. Fixed Term Contract Expiry

For employees on a fixed term contract the end date and the reason can be recorded on the assignment
additional details (DFF) form.

= _lolx

Organization 504 Ward 10 Group Default Homell|
Job Mursing and MidwifensRaaintarad|Stoff Ll Dooiti SAEN2ISafF hliren Band BIMEAISrann:
=
Grade NHSIXRO6|Review Elrr-‘E

Location 504 ESR Hospital | o Term / Temp Con End Date |01-MAY-2017

[»

Fixed Term / Temp Cont Reason |Covering Maternity Leave
Assignment Number 2009529 Local Employment Contract J

Assignment Category Permang MNew Deal

5 Job Sharer
Salary Information

Supenvisor Probd
MNHS Job Application Reference

Salary Ba NHS Jobs Application Link
Night Worker
Flexible Working Pattem ]

Review Salary

Every

[P S,

The date entered in the Fixed Term/Temp Con End Date field is used as the trigger to send a notification
highlighting the impending contract expiry to the employee’s manager. The manager is identified as the
person completed on the Supervisor field on the employees assignment record.

Users who are identified against the expiry notification roles will also receive the notification. This
notification is NOT sent to the employee.

Example Short Notice notification to manager

Worklist
View Open Notifications .

e [

Select All | Select None

[J Fixed Term Contract Expiry - Short Notice 24-Apr-2017

XX Fixed Term Contract Expiry Ntf Workflow
& TIP Vacation Rules - Redirect or auto-respond to notifications.

@ TIP Worklist Access - Specify which users can view and act upon your notifications.

Detailed Short Notice Notification

Worklist >

Fixed Term Contract Expiry - Short Notice

O Information

This notification does not require a response.

@ Reguest Information

To Leesell,Vivian
Sent 24-Apr-2017 13:28:53
ID 346786
The Humsn Resources Management System has identified that the following staff have contracts that have been updated at short notice and now have expiry dates thst are 30 dsys or less:

P Last First Assignment Position Position Pasition Occ " Primary NewEnd  PreviousEnd
Eie e e el [ e Number  Description Code (=== Flag (= Date Date
hursingard Midwifery 504 Werd 10 Jimenes0s Monica  Miss 20095290 34608 Staff Nurse Band 6 N6A SD4ESR CoveringMaternity  OL-MAY-
egistered Hospital Leave 2017

The relevant managers have also been notified.

@ Reguest Information

Return to Worklist
[ Display next notification after my response
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5.10.3. Registration Expiry Notification

All employees’ that have a Registration/Membership Body(s) that is due to expire will have a registration
expiry notification sent to both their Supervisor, and themselves. The registration expiry notification will
also be sent to holders of the expiry notifications roles.

The registration expiry notification uses the expiry date set on the Registration and Memberships Person
Extra Information form.

O Exdra Person Information H

Registration/Membership Body |[QITE T U 0 T VR e TTT Tt . .
gt pedy . — Expiry Date is a System

Professional Registration Number |34K56788 Mandatory field when
Expiry Date |15-MAR-2016 creating a registration or
First Reqistered Date membership. This field
Revalidation Date |15.MAR-2016 will trigger the sending of
a Registration Expiry

E-Rec Vacancy Ref e
Notification.

1

| oK Cancel | Clear | Help |

The notification is only sent for statutory registrations/memberships. Those currently flagged to send
notifications are:

= Chartered Institute of Management Accountants
=  General Chiropractic Council

= General Dental Council

= General Medical Council

= General Optical Council

= General Osteopathic Council

=  General Pharmaceutical Council

= Health and Care Professions Council
= Nursing and Midwifery Council

=  Social Work England

= Social Care Wales

Registration Expiry Notifications are sent 25 days prior to the expiry date.

The short notice notification is generated when the Registration expiry date is less than 25 days away for
employees, managers and role holders.

The Manager notification is produced on the 7t of the month.

The following screenshots demonstrate an example of a Registration Expiry Notification delivered to users
of Manager and Employee Self Service:

Users receive notification

Worklist
View Open Notifications .

Select All | Select None

O Registration Expiry Notification - Short Notice 11-May-2017 XX Registration Expiry Notification
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Manager Notification

Worklist >

o Information
This notification does not require a response.

Registration Expiry Notification - Short Notice
[ ox |

To CCN251,Mgr
Sent 18-Jan-202110:54:04

ID 857673904
The Human Resources Management System has identified that the following members of your staff have Professional Registrations that have been updated at short notice and now have expiry dales that are less than 25 days:

2250 L 225 G8 Mhx Kxgty
. i CON251 Empt M 21000583 10417307 Postion 646891  G2A L 0012345 08-FEB-2021
Medicaland Dental 22709 "S@OM  CCN251 Emp2  Mr 21000584 7870794 Position 7978767 007 o e Koty Y 0012346 08-FEB-2021

Their Terms and Conditions of Service require them to have a current registration in order to undertake their duties. Please ensure that their details are updated prior to the expiry dale identified

The individual employees have also been notified.

Employee Notification

Registration Expiry Notification - Short Notice

® Information
This notification does not require a response.

To Williams11, Judith
Sent 11-May-2017 10:58:39

ID 347453
The Humen Rescurces Management System which stores your Electronic Staff Record hes identified that your Nursing and Midwifery Council
Professional Registration number 44WA562P, has had the expiry date updsted at short notice from 31-Dec-2015 to 30-Apr-2017.

Your Terms and Conditions of Service require you to have s current registration in order to undertake your duties.
Please ensure that your Registration is renewed and updated on the system prior to 30-Apr-2017.

Your Line Manager has been notified.

Return to Worklist
[ Display next notification after my response
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5.10.4. Reviews Due Notification

When an employee has had their appraisal or development review, this information is entered onto ESR
using the Self Service functionality. The Reviews Due Notification will then use the Next Meeting date to
trigger a workflow notification.

The notification is sent to:

=  Employee

= Manager — This is the person entered in the Supervisor field on the employee’s assignment.

= Role Holder — Any user of ESR who has been set up to receive the Expiry Notifications. This is set up

using the System Administration URPs, and the Maintain roles functionality:

Example employee notification

i) Information
This notification does not require a response.

Development Review Due - 1 Month

To Jackson, Sam
Sent 19-Feb-2018 00:33:36
ID 455855434
The Human Resources Management System which stores your Electronic Staff Record has identified that you have a Development Review due by 20-Mar-2018

Your Line Manager has been notified.

Return to Worklist

O Display next
notification after
my response
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5.11. RIGHT TO WORK DOCUMENT EXPIRY NOTIFICATION

There are four roles associated with Right to Work expiry notifications. All expiry notifications will be sent to
holders of each of the four Expiry Natification Roles:

= Right to Work — All
= Right to Work - General
= Right to Work - M&D
= Right to Work - Nursing
© Maintain Roles M = E3
Role Name Role Type Further Information Enabled ~
| Right to Work - Al HR Manager 2 —
Right to Work - General HR Manager W
Right to Waork - M&D HR Manager W
Right to Work - Mursing HR Manager [
SSHR Payroll Approvals HR Manager v -
Users l Positions Templates Extra Information
Person User Default Role  Benefit Role  Enabled
l Caole, Mr. Cecil TOSCOLE l_ ] [

The four separate roles allow users to receive notification for specific staff groups as required:

= Notifications for all employee assignments will go to users enrolled onto the ‘All’ role.

= Users enrolled onto the ‘General’ role will only receive notifications for staff in positions where the
Occupation Code is defined as ‘General’ (i.e. all other Occupation codes which are not ‘Medical and
Dental’ and not ‘Nursing and Midwifery’).

= Users enrolled onto the ‘M&D’ role will only receive notifications for staff in positions where the
Occupation Code is defined as Medical and Dental.

= Users enrolled onto the ‘Nursing’ role will only receive notifications for staff in positions where the
Occupation code is defined as Nursing and Midwifery.

Employees whose Right to Work is time limited and require a valid document from one of the acceptable
Home Office List B documents, can have the expiry date of the document recorded against their record in
ESR. This information is held on the additional person details Descriptive Flexfield located on the Person
form. Extra Information Type form called lllegal Working Checklist, List B (Group 1 or Group 2) ‘Valid To
Date’ field.
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= =]

Type
J ilegal Working Checkiist -

= *®

Source Document Checked |2. Current Biometric Immigration Document (BR Permit) issued by the Home Office J

De Date Checked 03-SEP-2015
I Lis Reference Mumber 3214650
Valid From |01-MAY-2015

Valid To |30-APR-2017

oK Qanceljl C!ear) HeIpJJ

The Right to Work Expiry Notification will then use this date to trigger a workflow notification. The
notification is sent to:

» Manager — This is the person entered in the Supervisor field on the employee’s assignment.
= Employee

Role Holder — Any user of ESR who has been set up to receive the expiry notifications. This is set up
using the System Administration URPs, and the Maintain roles functionality:

A separate notification will be received at the following frequencies:

3 Month Notification. This will list all employee assignments where the Right to Work document expiry
date is due in 90 days.

1 Month Notification. This will list all employee assignments where the Right to Work document expiry
date is due in 30 days.

Alerts are received by the role holder, manager and employee.

Worklist
View |Open Notifications :

Select All | Select None

[ Right to Work Document Expiry - 3 Months 18-Jul-2017

XX Work Permit Expiry Ntf
@ TIP Vacation Rules - Redirect or auto-respond to notifications.

@ TIP Worklist Access - Specify which users can view and act upon your notifications.
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Employee Notification

‘Worklist =
Right to Work Document Expiry - 3 Months

6 Information

This notification does not require a response.

£ =
To Joshi,Meela

Sent 18-Jul-2017 16:15:39
ID 347336

The Human Resource Management System which stores your Electronic 5taff Record has indicated that you have s Right to Work Document that is due to expire in 3 months:

Mursing and

Staff Nurse 504ESR 2 Current Biometric Immigration Document (BR Permit)
;A;:‘:;i;z 504 Ward 10 Joshi  Neela Mrs. 20095060 84608 Band 6 N&A Hospital ¥ List BGroup 1 issued by the Home Office indicating person can currenthy OCT-2017

stay in UK & allowed work in question

- Request Information
Return to Worklist

Display next notification after my response

Role Based User Notification

Right to Work Document Expiry - 3 Months

0 Information

This notification does not require a response.

To WKP- 1- 504 - Right to Work - All - 3 Months
Sent 18-Jul-2017 16:15:42
ID 347338

The Human Resources Management System has identified that the following staff have a Right to Work Document that is due to expire that is due to expire in 3 months:

Nursingand

Staff Nurse S04ESR 2. Current Biometric Immigration Document (BR Permit)
I\RA;:‘v:‘;;:y; 504 Ward 10 Joshi Meela Mrs 20095060 84608 Band 6 N&A Hospital Y List B Group 1 issued by the Home Office indicating person can currently OCT-2017

stay in UK & allowed work in question

Request Information
Return to Worklist

Display next notification after my response
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5.12. DISCLOSURE AND BARRING SERVICE NOTIFICATIONS

There are three roles associated with the Disclosure and Barring Service functionality in ESR:

= DBS Administration
The role holder is informed when a person’s subscription to the DBS Update service is due to
expire within 30 days. A natification is also sent to the Employee.

= DBS Status & Safeguarding
Alert the role holder when the results of the DBS Update e-bulk check shows the status of either
New Information or No Match Found against an employee whose DBS Disclosure is registered with
the DBS Update Service and have given permission for the organisation to monitor its status,
and;will prompt the Safeguarding role to consider if a Safeguarding issue occurred and if so to
make a referral to the DBS Barring team.

= Generic System Administration

Has been developed because the DBS Update Service requires information about the organisation
requesting the update

5.12.1. DBS Administration

Holders of this role will receive notifications related to a person’s subscription to the Disclosure and Barring
Service (DBS).

A Notification will be triggered when a person’s subscription to the DBS Update service is due to expire
within 30 days (using the Disclosure Certificate Date field to determine the annual renewal date). A
notification is also sent to the Employee

DBS Subscription Reminder

© Information

This notification does not require a response.

To Jackson, Simon
Sent 15-Jul-2017 22:34:34
ID 348768010

DBS Subscription Reminder

The following employees are due to renew their DBS Subscription to the DBS Update Service within 30 days. Please ensure they have taken the necessary action to renew their DES subscription. A reminder has also been sent to the employee
Note: The renewal date is based on the DBS Disclosure Issue Date and only their Primary Assignment is detailed below. They may have additional assignments.

If you have any queries relating to this notification please contact the NHS Interfaces Team by raising a Service Request on the Remedy Helpdesk.

Last First [Employee  (Organisation |Assgn DBS Website DBS Unique  |DBS Certificate [Type of Disclosure |Adults Barring List Check Childrens Barring List Check
[Title |Name Name Number  Name [Position Title Category |Supervisor [Check Number Date Disclosure issue Date Requested Requested
I
Miss  [loshi Neela 12345678 (504 Ward 10 Staff Nurse Term  [-ee2< 10-un-2017 585/ESRO1 14-Aug-2015  [Enhanced 14-Aug-2015  Yes es
remp | V20
Mrs.

"ok ] kesssin | Voro ormaoneauest

Return to Worklist
[C] Display next notification after my response
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5.12.2. DBS Status and Safeguarding
DBS ‘Alert’ Status Update

A Notification will be triggered and sent to the role holder when the results of the DBS Update e-bulk
checks show the following statuses against an employee whose DBS Disclosure is registered with the DBS
Update Service and they have given their permission for the organisation to monitor its status. This is done
by flagging the ‘permission to check DBS status’ field on the CRD and Vetting checklist EIT to ‘Yes'.

= No Match Found
= New Information

DBS - Alert Notification

O Information

This notification does not require a response

To Jackson, Simon

Sent 13-Jul-2017 22-36:00
ID 348469710

DES - AlertNetificstion

The following DBS information has been returned from the DBS Status Check process. You should review the DBS status message field below and undertake any appropriate action.

Note: Where a person holds more than one position there may be multiple records below.

If you have any queries relating to this notification, please contact the NHS ESR Systems Integration Team by raising a Service Request on the ESR Helpdesk

Last First Employee  (Organisation Assgn DBS Website [Type of Disclosure |Adults Barring List Check (Childrens Barring List
Title |Name Name Number  [Name Position Title Category |Supervisor |Check DBS Unique Number Result [Disclosure Issue Date (Check Requested
] 12345679 2017/03/09
Miss [lohsi Neels 12345678 (504 Ward 10 [staff Nurse visn  [13-Jul-2017 585/ESRO1 No Match Found  [Enhanced 00:00:00 ves [Yes
Leese

[0k | Resssign | ore normason Recuest
Return to Worklist

[T Display next notification after my response

DBS Dismissal — Refer to DBS

A Notification will be triggered and sent to the role holder when an employee’s employment has been
ended due to one of the following dismissal reasons:

= Dismissal - Some Other Substantial Reason
= Dismissal - Statutory Reason
= Dismissal - Conduct

DBS Dismissal Refer to DBS

© Information

This notification does not require a response

o
To Jackson, Simon

Sent 13-Jun-2017 22-36-44
ID 341636255

DBS Dismissal Refer to DBS

The following employee has recently been dismissed from your organisation and may require referral to the DBS. If this person was removed from 'Regulated Activity’ because they pose a safeguarding risk, then please consider whether they need to be referred to the DBS and
initiate the Refer to DBS form. This can be found either in the HR Administration or Employee Relations URPs.

If you have any queries relating to this notification please contact the NHS Interfaces Team by raising a Service Request on the Remedy Helpdesk

Last First Employee |Organisation Assgn [DBS Wehsite DBS Unique DBS Certificate (Type of Disclosure Issue (Adults Barring List Check [Childrens Barring List Check
Title |Name Name Number Name Position Title [Category |Supervisor [Check Number Date Disclosure Date Requested Requested

12345679
Miss  |soshi Neela 12345678 504 Ward 10 staff Nurse Permanent [Vivian /505 /ESRO1 17-Dec-2014  |Enhanced 17-Dec-2014  |ves [ves

Leese

——
Return to Worklist

[T Display next notification after my response
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5.13. GENERIC SYSTEM ADMINISTRATION

The following notification will be triggered and sent to the role holder when there are no active users
allocated to the DBS Status Notification role

DBS Role Holder Not Allocated

This notification has been developed because the DBS Update Service requires information about the
organisation requesting the update. The first name and last name of the “DBS Status and Safeguarding”
role holder must be supplied to the DBS Update Service when checking the status. Without this information,
the NHS Hub cannot submit a Status Request. The notification will urge the Generic System Administrator
to allocate the role to an appropriate employee within the organisation, so that DBS Updates can be
processed by ESR.

DBS Role Holder Not Allocated

@ Information
This notification does not require a response

To XOHR_GEN_I_ADHOC_USER
Sent 18-Oct-2017 16:49-14
ID 347548

It hes been noted thet your organisstion hes DBS Certificates that are registered with the DBS updete service. The DBS Status and Sefeguarding role within ESR is currently not allocated for your employing authority (VPD). This will prevent sutomatic updste checks for DBS Certificates from
toking place. Please allocste the roleas @ matter of urgency to ithin your ion. Contact your HR dep edvice on who this rele should be allocated to.

If you have any queries regarding this netification plesse contact the NHS Interfaces Team by rising a Service Request on the Remedy Helpdesk.

[ | [

Return to Worklist
[F] Display next notification after my response
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5.14. |AT NOTIFICATIONS

Inter Authority Transfers (IAT) are a feature of ESR that enables the automated transfer of staff information
between organisations, when moving from one post to another. As the Automated IAT approval process
removes the need for the source organisation to approve requests then notifications will vary.

5.14.1. |AT Approver

Holders of this role are alerted to the fact that they need to action a Portable Data Set (PDS) request for a
member of staff.

The end to end IAT process requires both an initiator and an approver, with the IAT Approver Role being
allocated to at least one employee in the organisation together with the IAT Approver URP; if this is not
done then the process will fail.

The approval aspect of the process needs to be completed following the receipt of the PDS request from
the employees’ new place of work.

Note: The Automated IAT process does not require this step.

Clicking the Portable Data Set Request notification displays the following screen

Inter Authority Transfer - Portable Data Set Request Gerald Cruise

© Information

This notification does not require a response.

Request Information

To XXHR_IAT_ADHOC_IAT_APPROVER16
Sent 14-Sep-201707:50:19
ID 349563
504 ESR Hospitals MHS Trust have made an offer of employment to Gerald Cruise and they have stated that they are currently / were |ast employed within the NHS st 302 ESR Hospitals NHS Trust.

Initiator Details

Contact Name: Leese, Mrs. Vivian (304TRAIN21)
Contact Number:

Contact Email:

Comments:

Basic Appointee Details

Last Name: Cruise
First Name: Gerald

Title: MR

Known As:

Date Of Birth: 01-JAN-1350
NI Mumber: N§121212C
Professional Registration No (if applicable):

Unigue NHS Identifier: 20893

You are reguested to allow the transfer of this information to 504 ESR Hospitals NHS Trust. 5304TRAIN21 has confirmed thst the person referred to above has given permission to perform this data copy.
The attached link will take you to the IAT matching form

References

[5] Employee Match Form

Request Information

Return to Worklist
[ Display next notification after my response

The IAT Approver will then need to click ‘Employee Match Form’ to complete the process of finding
matching employee details and approving the transfer of information.

Where there are multiple holders of the IAT Approver Role, requests sent to holders of the role function in a
similar way to a shared email inbox. Once the request has been read/actioned by one of the holders it will
no longer be available for selection by any others. Role holders need to be aware of this and ensure that
once the request is marked ‘OK’, they should then also complete all necessary actions.
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5.14.2. PDS Copy for Self Service Hires

Where an Applicant Hire is performed via Self Service . The NHS Admin/Manager Hire or Placement
Process for Applicant notification, sent to the IAT Approver Role ‘allows the role holder to perform the PDS

Copy.

Clicking on the Perform PDS Copy button will close the original IAT PDS Request Authorisation Notification
generated as part of the IAT process.

The ‘Perform PDS Copy’ button will not be displayed if there is not an open IAT from which the PDS Copy
can be performed.

Worklist =

NHS Admin/Manager Hire or Placement Process for Perkins, Mr. Richard

From
To
Sent
D

SYSADMIN

IAT Approver 638
17-Jan-201911:11:19
348754

Last Approver: Jackson, Sam
User Name: 5043JACKSON
Comments:

The following employee has been hired by Jackson, Sam. Please ensure the relevant PDS Copy (IAT) is performed

Ifthere are any issues with this record then please contact Jackson, Sam.

Employee Name: Perkins, Mr. Richard
Applicant Number: 18784

Employee Start Date: 17-JAN-2019
Employee Organisation: 504 Ward 10

Action History

MNum

1

T S
17-JAN-2019 11:11:19 Submit SYSADMIN IAT Approver 638

Return to Worklist
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5.14.3. 1IAT Initiator

The IAT process is automated so that the initiating organisation can both request and approve an IAT. This
process will only be enabled where a 100% match has been found against the NI number, Last Name and
Date of Birth and, the source organisation has set the “Auto IAT Approval” option within the Add’l Org Unit
Details descriptive flexfield to Yes. All other matches will continue under the original process, requiring
approval from the source organisation. Where all criteria are met the ‘Auto Person Match’ button becomes
available.

3 |AT Person Restriction

=
=

Full Name Type Title NI Mumber
I Harry. Miss Anna Applicant Miss  |AA112233C=
A Fr | >

IAT Request Auto Person Match ! v Request Reference Internal Applicant Reference

When an IAT request is approved using the non-automated process, the approval notification will be
delivered to all members of this role within the initiating organisation. This enables those organisations
where multiple users deal with IAT requests to access all the incoming IAT approval matches rather than
managing on a one to one relationship. When an IAT request is approved using the automated IAT process
or if an organisation has no members within the IAT Initiator role when an IAT request is approved using
the non-automated process, then the approval notification will be delivered to the initiating user only.

Inter Authority Transfer - Portable Data Set Request Authorisation IAT2 AA

Where the person transferring is a Doctor in Training then the DBS data will be included in the Portable
Data Set. This is signified in the natification.
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Doctor in Training

DBS/CoGS Details

Type of DBS Disclosure Date DBS/CoGS Received DBS Disclosure Issue Date DBS Unique Number DBS Check Qutcome Children’s Barred List Check Requested Adults Barred List Check Requested
CoGS 02-JUN-2018 06-JUN-2018 No No

Other Staff

DBS/CoGS Details

(For information only - not part of PDS)

Type of DBS Disclosure Date DBS/CoGS Received DBS Disclosure Issue Date DBS Unique Number DBS Check Outcome Children's Barred List Check Requested Adults Barred List Check Requested
CoGS JUN- 06-JUN-2018 No No

5.14.4. No IAT Approver Notification

This is sent to the Initiator at the requesting Organisation. It is triggered when the system has found no IAT
Approver at the Source Trust and therefore the initiated request cannot be actioned.
Notification details:

Headmg " Information

<Name>
Subject IAT Approver not found at selected Trust
Body The IAT Initiation Request you submitted on <date> for <first name> <last

name> was unable to locate an IAT process Approver at <T1>.

To progress your IAT request, please contact the Human Resource Department
at <T1> and inform then that they do not currently have an IAT Approver Role.
Once this request has been actioned, please resubmit your IAT Initiation
Request.

The Workflow Message Text message will contain the data items listed below.

Data Item Description

Old Trust The organisation that the Portable Data Set will be copied
from

Date The date the request was initiated

Last Name The Appointees last name

First Name The Appointees first name

Note: This notification only applies where the non-automated IAT process is used for the request.

5.14.5. IAT Request Timed Out

This notification applies to hon-automated IAT requests and is triggered after 8 working days has passed
without approval. The details of the notification include:

Headmg " Information

IAT Initiator

Subject Inter Authority Transfer — Portable Data Set Request Timed Out

Body Your request for the Portable Data Set for <First Name> <Last Name> has
timed out.

Please contact the Human Resources Department at <T1> to discuss your
requirement.
You should then re-try the IAT process from the point of initiation.

The Workflow Message Text message will contain the data items listed below.

Data Item Description

IAT Initiator The user that initiated the IAT request

Old Trust The organisation that the Portable Data Set will be copied
from

Last Name The Appointees last name

First Name The Appointees first name
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5.14.6. |IAT Record Match Not Found

This notification is sent to the Initiator when no match can be found at the source organisation for the
person concerned.

The details include:

Heading | Information

To IAT Initiator

Subject Inter Authority Transfer - Record match not found: <First Name> <Last Name>
Body Your request for the Portable Data Set for <First Name> <Last Name> has
been processed by <T1>.

<T1> was unable to locate a record meeting the match criteria for <First Name>
<Last Name>, and have provided the following comments

<Comments>

Please check that <T1> was a correct selection as a holder of a record for
<First Name> <Last Name>.

If you are satisfied that <T1> was a valid selection, please contact the HR
Department at <T1>.

If <T1> was not a valid selection, identify the correct employer.

In either case, you can then re-run the IAT process from the point of initiation.

The Workflow Message Text message will contain the data items listed below.

Data Item Description

Old Trust The organisation that the Portable Data Set will be
copied from

Last Name The Appointees last name

First Name The Appointees first name

Comments from T1 User | The Comments entered by the “Old Trust” User

5.14.7. |IAT Data Copy Failed

The details below contain the content of the IAT Data Copy Failed notification.

Heading | Information

To Portable Data Set Copy Performer

Subject Inter Authority Transfer — Error — Data Copy Failed

Body The IAT process to copy the Portable Data Set for <First Name> <Last Name>
has failed.

Failure Reason : <System Message>

Please contact your support administrator, or resolve the data inconsistency
mentioned within the Failure reason above.
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5.14.8. |AT Data Copy Successful

This notification is sent to both the source and requesting organisation upon successful copying of the
portable dataset into the requesting organisation. This is sent for either IAT process used.

Worklist >

Inter Authority Transfer - Portable Data Set Copy Confirmation Gloria Anton

© Information
This notification does not require a response.

To Leese, Vivian
Sent 01-Aug-2017 16:22-01
ID 347865
The IAT process ta copy the Portable Data Set for Gloris Anton from 502 ESR Hospitals NHS Trust was completed successfully.

Please nove: XX_|AT_REC_MEM_BODY _ICNORED

A copy of the Portsble Dats Set for Gloris Anton has been taken from 502 ESR Hespitals NHS Trust end released 1o 504 ESR Hospitals NHS Trust on 01-AUG-2017. This Pertable Dsta Set consists of the fellowing Personsl
information:

Portable Data Set Value Value after Copy Updated by Copy

LastName Anton Anton No
First Name Gloria Cloria Ne
Title Ms Mrs. No
Middle Name Rachel Rachel Yes
Marital Status. Divorced Divrced Yes
Nationality British British Yes
Known As No
Previous Last Name No
Date of Birth 07-JUN-1960 07-JUN-1960  No
NI NES021084 NES02108A  No
Gender Female Female No
12Mnth Continuous Svs ~ 01-JAN-2000 01-JAN-2000  Yes
3Mnth Continuous Svs 01-JAN-2000 01-JAN-2000  Yes
Date of Entry to NHS 01-JAN-2000 01-JAN-2000  Yes
Unique NHS Identifier 20 80 Yes
Email Address. No
Loss of Office Payment Date No
Loss of Office Reck Serv Date Ne
NHS Pensioner No
Date NHS Pension Benefits. No

NOTE: No OSP dats was present in the approving Organization, o no OSP data has been taken as part of this Portsble Dats Set.

The PDS data items included in the notification are available in the IAT Contents of Portable Data Sets,
available on the Hub .

5.14.9. PDS Notification

Where an open IAT exists, users in this role will receive the Inter Authority Transfer - Portable Data Set
Request Authorisation notification and will have the option to perform the PDS Copy when hiring an
applicant.

5.14.10. Pension Override Date

The Override Pension End Date that is recorded on the PDS following an IAT request is used to derive the
information to generate the date to feed into the Override Pension Start Date.

A notification will be sent to PDS Notification role holders to advise that the Override Pension Start Date
has been automatically updated.

(i) Information

IAT Override Pension Start Date Notification for Mrs. CCNPensOvTwentyFive CCNPensOvTwentyFive

E3 =Y

To XXHR_IAT ADHOC_NTF_5465603
Sent  04-Jun-2020 10:47:55
D 788318559

Workflow Notification Guide Page 51 of 158



5.14.11. IAT Service History

The IAT NHS Service History notification is sent to the IAT Service History role holder. It provides a
consolidated history of NHS service history based on the following conditions:

e Thereis a 100% person match found.
e The organisations are all opted into Auto IAT.

Service History will be displayed from latest to the earliest employment.

The notification will display two tables, one showing Substantive Service History and one showing Bank
Service History. Each table will have a sub total displaying the years and days of service history derived
from the ‘Date From’ and ‘Date To’ fields and will take into consideration overlapping periods of service.

The notification will also include a Combined Service History total which will combine the two sub totals.

Worldist >

(1] Information
This notification does not require a response.

IAT NHS Service History For Perkins Richard For Information Only
[ o

To XXHR_IAT_SERVICE HISTORY46
Sent 08-Jun-2018 10:07:52

ID 91980
NHS Service History For Information Only Perkins Richard
Employee or Applicant Number 20000133

Basic Person

Last Name: Perkins

First Name: Richard
Known As:

Tie: MR

Date Of Birth: 12-NOV-1974

NI Number. JYIITA
Unique NHS Identifier: 78

Service History™

Date Date |Assignment |Assignment |Assignment
oo i, [13° Jrm i [l fooree =

Incremental  |CSD1  |CSD3 CSD 12 Reason for
oo Jore i [0 Jii. [ [ |

425 Organisation | 22.JAN 22.AUG- 28069452 | Estates and Ancilary - | NHSIXNO2INon Review Body/ T
306992 2019 2019 28069452 Reypport Worker Band 2 26667
225 Organisation | 01-JUN TOMAY-  |09JUC | poosasas | FieathcareScientists- | NSIXROIIReviewBody | sa0 i
44622 2017 2019 2019 20058523 |\ jsrager Band 8- Range B 58148

225 Organisation | 01-JUN. O9MAY- | opemens | Healthcare Scientists- | NHSIXRO9IReviewBody | -

44622 2017 01-JUN-2017 o019 26058523 |\sanager Band 8- Range B 540 |5g148) 1 Y

Service History Total Value 2 years and 111 days

Service History for Bank Assignments™*

Date Date |Assignment |Assignment |Assignment CSD1  |CSD3 CSD12  |Reason for
“""' HobTie ﬂ-&""“m
S i
N

(250mmnaston [ 200 | |22 mz009 oosszg  |Esmesddectay- [Nesoozmonnesmod] | Lo Te 1 1 1 1 |
306992 2019 Support Worker Band2

335;?”"“""" 017 10-AR-2019 20056523 ;A‘:I;:e?eilm“w ;ﬁ:ﬁ;ﬁ;wm 540 |sg148) 0 |

Frre sl P otun20| BN |aeosaszay [Eienesoens- JSVERROTENMBON 540 frcyslo [N

Service History for Bank Assignments Total Value :1 years and 292 days
Combined Service History Total Value 2 years and 154 days

The Portable Data Set copy can only be copied when the persan has started working for you. Please select the Perform Portable Data Set Copy action once you have an employee record
* Note that the number of lines of Assignment History in the approval wil be limited 1o 25. All Assignment History lines, however, will be copied as part of the Portable Data Set

**Service History is only displayed from Organisations who are opted in to the Auto IAT process:
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5.14.12. Stat & Mand Competencies Ntf

The IAT process will transfer national statutory and mandatory competencies at the pre hire stage. When
the IAT is approved a pre IAT notification will be sent to the Stat and Mand Competencies Ntf role holder for
action. This notification will detail any competencies with a national framework type of MAND, CSTF, CCF
or EDU that the applicant has.

The role holder must approve, reject or edit the competencies being transferred (by clicking the Update
Competence Form link on the natification). If a role holder does not carry out any action then the
competencies will not be transferred.

Once the competencies have been approved or edited via the form and submitted, no further changes can
be made to competencies with the above national framework types and any updates made at the source
organisation will not be included in the PDS Copy

If the organisation has no users in the Stat & Mand notification role then the competences will be
transferred as part of the PDS Copy and no changes will be possible.

Assign Role

O Maintain Roles

Rale Mame Rale Type Further Infarmation Enahled =
S5HR FPayrall Approvals HRE Manager v o
parning Administrator  HE Manager 4
OoerviSor Hierarchy 1 HR Manaoer (4
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Example Notification

The IAT Update Competence Notification and IAT Competence Management form have a Status column.

e A green status means that the competence being transferred will not expire in the next three
months

e An amber means that the competence being transferred will expire in the next three months.

Worklist >

IAT Update Competence Message for Mr. Richard Perkins

To XXHR_IAT_ADHOC_COMP_APPROVER25
Sent 19-Oct-2018 15:29-00
ID 349468

Inter Authority Transfer - National Competencies.

503 ESR Hospitals NHS Trust have given approval for the update of the following National Competencies for the following person to take place.

Last Name: Perkins
First Name: Richard
Title: .
Applicant Number: 18800
Empioyee Number

Position Numper: 84710

Role Staff Nurse

Staff Group: Nursing and Midwifery Registered
Organisation: 504 Ward 10

Competency Information

NHS|CSTF|Equality, Diversity-and Human Rights -3 Years| 1-Assessed 22-Nov-2015 21-Nov-2018 ] [
NHS|CSTFFire Safety -1 Year] 1-Assessed 22.Ju-2018 2112019 ] User
NHS|CSTF|Heslth, Safety and Welfare - 2 Years| 1-Assessed 07-Jun-2018 06-Jun-2020 _ User

Competency Requirements for the position

([ S = B 7 S S
NHS|CSTF|Communication - 1 Year| 1-Assessed 1-Assessed Y 01-Jan-1951
NHS|CSTFIEquality, Diversity and Humen Rights - 1 Year| 1-Assessed N 01-Jan-1951
NHS|CSTF|Fire Ssfety - 1 Yesr| 1- Assessed 1- Assessed Y 01-Jan-1951
NHS|CSTF|Fire Safety - 3 Years| 1-Assessed 1-Assessed Y 01-Jan-1951
NHS|CSTFlinformation Governance - 1 Year| 1-Assessed N 01-Jan-1951
NHS|CSTF|Moving and Handling - Level 1 -1 Year| i N 01-Jan-1951
NHS|CSTFISafeguarding Adults - Level 1-1 Year| 1-Assessed N 01-Jan-1951
504|LOCAL[Tes| N 01-Jan-1951
Key
I 1ri<ates that the Competence will expire within the next 3 months
I cicstes that the Competence vill not expire within the next 3 months
Action History
e e S
1 19-OCT-2018 15:29-00 Submit NHSMLYE XXHR_IAT_ADHOC_COMP_APPROVER25
References

[E Competence Update Form
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Example form

IAT Competence Management

Applicant Details

LastName Perkins.
FirstName Richard
Title  Mr.
Applicant Number 18800
Employee Number
Position Number 84710
Role Staff Nurse
Staff Group  Nursing and Midwifery Registered
Organization 504 Ward 10

Competency Information

Only selected rows will be transferred

He Séym
I e e e e e N
M IAT NHSICSTFIFire Safety- 1 Yearl Assessed 2u-2018 Ff 210u2010 £ [ B User
& IAT NHS|CSTF|Equality, Diversity and Human Rights - 3 Years| Assessed 22-Nov-2015 fl  21-Nov-2018 £ [ B User
M IAT  NHS|CSTF|Health, Safety and Welfare - 2 Years| Assessed 07un2018 B oswn2020 B3 [ B User
[ REQ NHSICSTFlInformation Governance - 1 Year| ] B [
[ REQ NHSICSTFIFire Safety- 1 Year] i} [ [
[0 REQ NHS|CSTF|Moving and Handling - Level 1-1 Year| 2] [i:] [i:]
[0 REQ NHSICSTF|Equality, Diversity and Human Rights - 1 Year| i) [ [
[ |REQ NHS|CSTF|Safeguarding Adults - Level 1 -1 Year] [::] =] =]
[0 REQ NHS|CSTF|Fire Safety- 3 Years| [ ] [
[ REQ 504/LOCAL[Test| ] ] &)
O REQ NHSICSTFICommunication - 1 Year| ] B B
Competency Requirements for the position
HeSdvm
NHSICSTFICommunication - 1 Year| 1- Assessed 1-Assessed Y 01-Jan-1951
NHS|CSTF|Equality, Diversity and Human Rights - 1 Year| |1 - Assessed N 01-Jan-1951
NHS|CSTF|Fire Safety - 1 Year| 1- Assessed 1-Assessed Y 01-Jan-1951
NHSICSTF|Fire Safety - 3 Years| 1- Assessed 1-Assessed Y 01-Jan-1951
NHS|CSTF|Information Governance - 1 Year| 1- Assessed N 01-Jan-1951
NHSICSTF|Moving and Handling - Level 1-1 Year| 1- Assessed N 01-Jan-1951
NHS|CSTF|Safeguarding Adults - Level 1- 1 Year| 1. Assessed N 01-Jan-1951
504|LOCAL[Test| N 01-Jan-1951

Current Competency Details for the person

EACK- X Nl

Proficiency Level | Valid From Date Last Awarded | Awarded By

Noresults found.

Last Updated By|

Key:

I nicates that the Competence will expira within the next 3 months
I - ictec that the Competence will not expir within the next 3 months

Approve and Submit
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5.14.13. Reference Approver (IAT Standard Reference)

IAT Initiators are able to request a reference for applicants as part of the IAT process. Requesting this
triggers a separate process once the IAT request is approved. The standard Reference Templates replicate
the detail as outlined in NHS Employers guidance and would usually be sent to the last/current employer for
an ex.employee/employee.

The notifications related to this process are sent to the Reference Approver role (at the approving
organisation) and the approved reference details or rejection is sent back to the Reference Receipt role (at
the initiating organisation).

The Reference Approver will receive a notification entitled ‘Request for Standard Reference Information’:

The current/previous employer on receipt of the request will be able to review and validate the information
held in ESR which is contained in the Standard Reference Request. Any additional supporting information
can also be included at this stage and if necessary the detail populated from ESR can be overtyped, before
the data is approved and sent to the requesting Organisation. The Reason for Leaving (highlighted in
green) sent to the requesting organisation will state Not Applicable unless updated by the Reference
Approver.

An Employee Relations indicator (highlighted in blue) will alert the Reference Approver role holder
completing the reference that active Employee Relations information is present on the record for whom the
reference is being requested.

The first responder to approve/reject the naotification will trigger a ‘Reference Receipt’ notification to be
delivered to the ‘Reference Receipt’ role holder(s) in the requesting organisation.
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Worklist >

Request for Standard Reference Information for MR. Richard Perkins from 504 ESR Hospitals NHS Trust

To 503 IAT REF APPROVER
Sent 19-Oct-201814:42-20
ID 349433

Action History
Details

Num Action Date Action From To
[ 1] 19-OCT-2018 14:42-20 | SEND_FIRST | ANONYMOUS | 503.IAT_REF APPROVER 28

Please review and amend as appropriate the information held within ESR for:

Title MR

Last Name < Perkins
First Name Richard
Middle Name

Employee Number : 20110604

Once agreed please approve to return the standard reference data to the initiating Organisation

Pl yee Relations il i asts in ESR record for thi: I . Pl heck ately.

Existing Information

Last Name Perkins
Middle Name
FirstName Richard
Title MR.
Date of Birth 01-JAN-1971
National Insurance Number AAS28002A
Employment Date from 01-SEP-2011
Employment Dateto ~ 15-SEP-2018

nd 5|N6A|| - NHSIXROS| Review Body Band 5

i
Level of DBS Check undertaken CoGS
If Enhanced with Barred List check was undertaken, please NONE
indicate which barred st this applies to
Adult First Requested
Adult First Received

Response
Employment date from:  01-Sep-2011 [
Employmentdateto: 15-Sep-2018 [
Applicants Current/Most Recent job Title and Grade  138444|Staff Nurse Band 5INGAJ| - NHS|XRO5|Review Body Band 5

[Reason for Leaving  Not Applicable

Are there any warnings on the applicant’s record that have not been disposed of?  No El

If yes please give details {this may include warnings that could have been

imposad, if the individual had e an investi had

Is the applicant currently under investigation for any matter (incl.

conduct, or performance) under any of your employment policies? No [z]
Ifyes, please give details (this may include any formal action that could have
been taken, if the individual had not left before the investigation had
condluded):

Date of DBS Check last completed | 24-Jun-2016 i)
Level of DBS Check undertaken  Enhanced
Enhanced with Barred List Check undertaken?  Both =]
Adults First Requested

i i 3

Adults First Received
Did check return any information requiring further investigation? No [=]
Recent/Outstanding Allegations? No []

If yes. please give detals of allegations:

Contact Name
Contact email

Contact Telephone Number
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5.14.14. Reference Receipt (IAT Standard Reference)

Role holders will receive a notification from the Reference Approver at the approving organisation advising
if the reference request has been approved or rejected.

Notification on approval of release of the standard reference:

This will include a PDF copy of the standard reference form with information populated by the approving
Organisation from their ESR data set and any additional items included by the approving role holder.

Example notification

‘Worklist >

LiJ Information
This notification does not require a response.

Request for Reference Information for MR. Richard Perkins from 503 ESR Hospitals NHS Trust

T —

To Jackson, Sam
Sent  19-Oct-2018 14:51-03
ID 349436

Please find the standard reference information for:

Title ‘MR
Last Name Perkins
Middle Name

FirstName  :Richard
Applicant Number - 18300

Acopy of the information can be accessed using the attachment in this notification.

Existing Information

Last Name Perkins
Middle Name
First Name Richard
Title MR
Date of Birth 01-JAN-1971
National Insurance Number AA828002A
Employment Date from 01-SEP-2011
Employment Dateto ~ 15-SEP-2018
Applicants Current/Most Recent job Title and Grade 138444]Staff Nurse Band 5|N&A| - NHS[XRO5|Review Body Band 5
Applicants Reason for Leaving (if known) Mutually Agreed Resignation - Local Scheme with Repayment
Are there any currentwarnings on the applicant's record? Y

If ves, please give details of warnings: Details given

Is the applicant currently under investigation for any matter (including
conduct, capability or performance) under any of your employment policies? N
Ifyes, please give details of investigation:
Date of DBS Check Last completed 06-JUN-2018
Level of DBS Check undertaken CoGS
If Enhanced with Barred List check was undertaken, please NONE
indicate which barred list this applies to
Adults First Requested
Adults First Received
Did check return any information requiring further investigation? N
Are you aware of any outstanding allegations against the applicant? N
indicate which barred list this applies to
If yes, please give details of allegations:

References

[El Notification attachment delivered reference pdf
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An example of the standard reference template::

NHS

504 Kingston PCT

CONFIRMATION OF EMPLOYMENT (WITHOUT SICKNESS ABSENCE) REQUEST

PRE-OFFER REQUEST: to be used where requesting information PRIOR to a conditional
offer being made.

Last Name Perkins

First Name Richard

Middle Name

Title MR.

Employment Dates From: 01-SEP-2011 To: 15-SEP-2018
Organisation 503 Havering PCT

Applicants Current/Most Recent job Title | 138444|Staff Nurse Band 5|N6A|| - NHS|XR05|Review

and Grade Body Band 5

Applicants Reason for Leaving (if known) | Mutually Agreed Resignation - Local Scheme with Repayment

1. Are there any current Warnings on the applicant's record? LY
Details of Current Warnings

Details given

2. Is the Applicant currently under investigation for any matter (Including conduct, N

capability or performance) under any of your employment policies?
If yes, please give details of investigations:

3. Please provide details of when you last completed a DBS check
- Date when DBS check was last completed

) ) . (USRS
- If Enhanced with Barred List check was undertaken, please indicate

which barred list this applies to

- Did the check return any information that required further investigation

4. Are you aware of any recent/outstanding allegations that were made N
against the applicant that relate to any safeguarding issues/referrals
(including any referrals to the DBS)

If yes, please give details:

NHS

5. The answers given above have been provided in good faith and are correct to the best of my knowledge

504 Kingston PCT

and Belief.
Referee name (please print):  David Smith Telephone number: 01234 567896
Email address : david.smith@trust.nhs.uk Date :19-0CT-2018

Data Protection

This form contains personal data as defined by the Data Protection Act. This data has been requested by
the Human Resources/Workforce Department exclusively for the purpose of recruitment. The human
Resources/Workforce Department must protect any information disclosed within this form and ensure that it
is not passed to anyone who is not authorised to have this information.
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Notification following an Organisations decision not to release information via ESR

Example notification

Worklist =

i) Information
This notification does not require a response.

Request for Reference Information for MR. Ben Smith Declined from 503 ESR Hospitals NHS Trust

M Request Information

To 502 IAT_REF_RECEIPT_3
Sent  17-Mar-2020 10:04-01
ID 357138

Title MR

Last Name Smith
Middle Name

Eirst Name Ben
Applicant Number : 18775
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5.14.15. Jr Doc & Trn Dentist Contract

Role holders will receive a pre-lIAT notification for Junior Doctors and Trainee Dentists. This will inform the
target organisation of the values of certain elements held for the employee being transferred. The elements
included in the notification are as follows:

e Cash Floor Protection NHS
e Annual Leave Appointment NHS

Worklist >

[i] Information
This notification does not require a response.

FYI Junior Doctor & Trainee Dentist Pre-Employment Notification For Bradley Derek ==

To XXHR_IAT ADHOC JR DOC APPROVER7
Sent 16-Apr-2018 16:07-12

ID 347413
An IAT Request has been initiated for Dr Derek Bradley

This employee has the following element details held against their record in the source trust as at 16-APR-2018.

Annual Leave Appointment NHS
Scheme NHS
Appointment Date  01-AUG-2017

Cash Floor Protection NHS
Scheme NHS
Period Protected Salary 1000
Period Protected Banding 750
Protection Start Date 01-AUG-2017
Proposed End Date 31-JUL-2018

Where the employee does not hold either one or both of the elements at the source organisation. The

notification will state that this is the case and will list the elements that they don’t hold.
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5.15. DENTAL PROFRESSIONAL REGISTRATION

5.15.1. Dental Professional Registration Role (GDC)- Successful
Update and Decision Notification

The Professional Bodies interface sends files to ESR to update the Professional Registration details of
General Dental Council members.

This interface can update details on the Registrations and Memberships Extra Information Type only.
O Extra Person Information X}

Registration/Membership Body
Professional Registration Number
Expiry Date

First Registered Date
Revalidation Date

E-Rec Vacancy Ref

8] Qanceljl Clearjl Help)l

An automatic update can only occur where the professional registration number matches an active
employee AND the first name and last name of the employee also match the details obtained from the GDC
Public register.

Automatic Update Notification

Where automatic updates have occurred, a notification will be sent to the role holder of the “Dental Prof
Reqistration’ role detailing the changes made. Employing Authorities must ensure that they have a least
one user in this role to receive notifications.

The notifications are colour coded in Red, Amber or Green depending on whether any registration status
issues exist.

Notifications to GDC Registration Role

Red Notification
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7
m Workflow O‘ h * ﬁ | Logged InAs 201EMPA

Home  Favorites Settings

Worklist >

o Information
This notification does not require a response.

Professional Bodies - Successful Updates RED

' Lo ] s |

To EmpA
Sent 01-Dec-2020 16:20:21
ID 835377537

Professional Body Interface

The following people have had their professional registration details records updated by the General Dental Council.
Please review these changes and report any issues to the appropriate Professional Body.

Employee Applicant Last Name, First ocation Professional Registration First Registered
Number Number Name Number Date

Return to Worklist

! [ Display next
notification after
my response

' £ =3

Amber Notification

m Workflow Q | A * 'IEI' | Logged In As 201EMPA o Q) @;

Search Home  Favorites Settings Help  Logout Portal

Worklist >

o Information

This notification does not require a response.

Professional Bodies - Successful Updates AMBER

3 =

To EmpA
Sent 01-Dec-2020 14:56:13
ID 835377533

Professional Body Interface

The following people have had their professional registration details records updated by the General Dental Council.
Please review these changes and report any issues to the appropriate Professional Body.

Applicant Last Name, First et rofessional Registration BT First Registered |Revalidation/NMC CPD Prep.  |GDC Registration |GDC
Number ame OCALION umber XPIY Date | hate Exp Date Status Professi

Return to Worklist

[] Display next
notification after
my response

Lo | oo |

Green Notification
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a U
— m Workflow Q | (] * a | Logged In As 201EMPA o U

Search Home  Favorites Settings Help Logout  Portal|

Worklist >

i) Information
This notification does not require a response.

Professional Bodies - Successful Updates GREEN

To EmpA
Sent 01-Dec-2020 15:03:23
ID 835377534

Professional Body Interface

The (ollowmg people have had their prolesswnal registration details records updated by the General Dental Council.
Please review these changes and report any issues to the appropriate Professional Body.

Employee Applicant Last Name, First Professional Registration Flrst Reg'lstered Revahdatuon/NMC CPDPrep. |GDC Registration |GDC
s Organisation Location Expiry Date Date Status "

Return to Worklist

[ Display next
notification after
my response

Decision Notifications

Where an employee with a matching professional registration number is found, but the name is not an
exact match, then a ‘Decision’ notification will be sent to the role holder requesting a decision as to whether
the update is appropriate for the employee. If this update is approved then the update will be applied to the
employee’s registration record. If the update is rejected then the update will not be applied.

=
(] [S) * o | Logged in As 304CCNO75ROL ]

Home Navigator . Favorites..  Settings Help  Logout  Portal

Worklist >

Professional Bodies - Decision Required

To CCNO75,Role
Sent  21-Jun-2018 164503
ID 459166228

Professional Body Interface:
This record was sent by the General Dental Council, The person listed has the same Professional Registration Number as the update record but the name or date of birth does not match.

ESR Person Details

(CCNO75,Test18 01-JAN-1978 | 654017 60006286 304 Organisation 4721 | 304 Hgoumzgn 877856

Interface Update Record

XXKO75 TestNEW 01-JAN-1978 | 654017 09-DEC-2030 | 23-JAN-2010 |123-JAN-2020 Erased Dental Therapist

Can you review these details and decide whether this update is appropriate for this person. If it is not appropriate then there may be a data issue with the professional registration number held in ESR for this person. This should be reviewed with the Professional Body.

Return to Worklist
[E] Display next notification after my response

5.15.1. Dental Professional Registration Role (GDC) - GDC
registration number errors

A Workflow notification will be generated to individuals assigned to the GDC registration role on a weekly*
basis which lists errors/ issues identified on registration numbers. The notification will list registration
numbers that have been found to have an invalid format, are inaccurate or have been assigned incorrectly.
An example of the notification has been shown below
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*Note: The frequency of notifications is monitored and may decrease based on the volume of

errors/ anomalies and feedback from GDC registration role holders.

the registration information for the following records.
Please review and correct after confirming with the GDC public register.

*Other registrants found with the same registration number.

Notification: Invalid, erroneous or incorrectly assigned registration numbers.

The following GDC registrant numbers have been found to have an invalid format, or assigned to incorrect
individual(s)* or not to be found on the GDC register. As such the GDC professional Body Interface will not update

ESR employee | Surname First GDC Professional Type Reason
Number Name registration
8736325 Roberts | Julia 123456 Name differs Other registrants
from GDC found with same
Register registration number in
ESR
3846736 Crusoe Robinson | G87654 Invalid format | Contains one or more
invalid characters
467890 Cox Brian 963852 Not Found Registrant not found
in GDC. Please check
registration number.

Role holders are required to review the notifications received and correct the registration information after

confirming with the GDC register.
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5.16. HEALTH CARE PROFESSIONAL REGISTRATION ROLE

5.16.1. Health Care Professional Registration Role (HCPC) -
Successful Update and Decision Notification

The Professional Bodies interface sends files to ESR to update the Professional Registration details of
Health Care Professions Council members.

This interface can update details on the Registrations and Memberships Extra Information Type only.
© Extra Person Information B

Registration/Membership Body
Professional Registration Number
Expiry Date

First Registered Date
Revalidation Date

E-Rec Vacancy Ref

1| *

8] Qanceljl Clearjl Help)l

An automatic update can only occur where the professional registration number matches an active
employee AND the first name and last name of the employee also match the details obtained from the
HCPC Public register.

Automatic Update Notification

Where automatic updates have occurred a notification will be sent to the role holder of the ‘HCPC
Registration’ role detailing the changes made. Employing Authorities must ensure that they have a least
one user in this role to receive notifications.

The notifications are colour coded in Red, Amber or Green depending on whether any registration status
issues exist.

Notifications to HCPC Registration Role

Red Notification
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Professional Bodies - Successful Updates RED OK

To CCNO76,Role
Sent 24-Apr-2018 14-05:47
ID 458466808

Professional Body Interface
The following people have had their professional registration details records updated by the Health and Care Prof Counci
se chan 0 the appropriate Professional Bod;

Please review these changes and ssues 1
Employee | Applicant. |Lest Name, First
Number | Name Organisation

Return to Worklist

[ Display next
notification after
my response

Amber Notification

Professional Bodies - Successful Updates AMBER

To CCNO76, Role
Sent 24-Apr-2018 14:07-14
ID 458466810

Professional Body Interface
ssional registration details records updated by the Health and Care Prof Counci
! f

The following people have had their profe:
lease revi rt any issues to the appropriate P1

changes and

Return to Worklist
[ Display next

Green Notification

Professional Bodies - Successful Updates GREEN

To CCNO76, Role
Sent 24-Apr-2018 11:57-00
Closed 24-Apr-2018 12:43:56
ID 458465912
Responder CCNO76, Role

Professional Body Interface
The following people have had their professional registration details records updated by the Health and Care Prof Counct
iate Professional Bod

Please revi changes and report any issues to the approj

Employee | Applicant |Last Name,
Number  |Number |Name

Return to Worklist
O Display next
notification after
my response
v

Decision Notifications
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Where an employee with a matching professional registration number is found, but the name is not an
exact match, then a ‘Decision’ naotification will be sent to the role holder requesting a decision as to whether
the update is appropriate for the employee. If this update is accepted then the update will be applied to the
employee. If the update is rejected then the update will not be applied.

P~
n © & | Logged In As 180CCNO76ROLE e Og

Home  Navigator - ~  Settings Help  Logout

Professional Bodies - Decision Required

To CCNO76,Role
Sent 24-Apr-2018 12:27-27
ID 458465917

Professional Body Interface
This record was sent by the Health and Care Prof Council. The person listed has the same Professional Registration Number as the update record but the name or date of birth does not match.

ESR Person Details

Last Name, First Name | Date of Birth_| Professional Registration Number | Emplayee Number | Applicant Number | Organisation [Location |
(CCNO76,Test18 01-JAN-1978 ] ASO7618 27249208 180 Organisation 237834 | 180 Locstion 171300

Interface Update Record

Last Name, First Dﬁ(euf Professional F “lkq\snaru] Revn\ dmmINMCCPD HCPC R-szls\rﬂuc- Puh\ Work  [Local Prescription Only | Supplementary Modslities | Independent

Name Registration Number Dne Profession |Anaesthesia | Medicines Prescribing 15| Prescribing
n9 DEC ASArt Test Public

00076, Test18 AS07618 23-JAN-2010 [ 23-1AN-2020 Therepist | Registered e POM-AS

Can you review these details and decide whether this update is appropriate for this person. If it is not appropriate then there may be a data issue with the professional registration number held in ESR for this person. This should be
reviewed with the Professional Body.

Return to Worklist

O Display next
notification after
my response

Copyright () 1998, 2016, Oracle and/or its affiliates. All rights reserved.

5.16.2. Health Care Professional Registration Role (HCPC) - HCPC
registration number errors

A Workflow notification will be generated to individuals assigned to the HCPC registration role on a weekly*
basis which lists errors/ issues identified on registration numbers. The notification will list registration
numbers that have been found to have invalid format, are inaccurate or have been assigned incorrectly. An
example of the notification has been shown below

*Note: The frequency of notifications is monitored and may decrease based on the volume of
errors/ anomalies and feedback from HCPC registration role holders.

HCPC registration number errors:

The following HCPC registrant numbers have been found to have an invalid format, or assigned to incorrect
individual(s) or not to be found on the HCPC register. As such the HCPC professional Body Interface will not
update the registration information for the following records.

Please review and correct after confirming with the HCPC public register.

Employ | Surname First Name | HCPC Prof. Reg | Type Reason

ee number

Number

333925 Roberts Jason CH.12345 Invalid format Contains one or more

16 invalid characters

555716 | Statham Derek BS62930 Assigned to Other registrants

89 found with same
Incorrect registrant
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registration number in
ESR.

888149 | Brown Jason 33150 Invalid format The professional code
89 prefix is missing
222117 | Dixon Michael BS29391 Not found Registrant not found in

HCPC. Please check

registration number.

Role holders are required to review the notifications received and correct the registration information after
confirming with the HCPC register.
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5.17. MEDICAL STAFFING OFFICER ROLE

There are two aspects associated with this role, facilitating information provided through both the Doctors in
Training (DIT) and the GMC interface.

5.17.1. Medical Staffing Officer Role (DIT)
Notification Process

On a regular basis a process will scan the NHS Confirmation table on the NHS Hub and generate a
notification for each organisation listing all Positions with a status of ‘FAIL’.

The notification will be sent to the ‘Medical Staffing Officer’ role holders in each organisation. The
notification will have a warning message as follows which is displayed only if there are one or more records
with the status ‘FAIL’

This Notification requires user action.

Details of assighments attached to the following positions were extracted, but have not been
forwarded on to the appropriate body. The position details will need to be corrected so that this
data can be sent to the appropriate body in the next extract.

Then each position with a status of fail will be listed with the following values

The list will be ordered by Position Number.

Messagel e.g. Deanery
Position Number 1 Position Title 1 Deanery Post Number 1 Body not recognized
from Deanery Post
Number supplied
Position Number 2 Position Title 2 Deanery Post Number 2 | Message 2
Position Number 3 Position Title 3 Deanery Post Number 3 | Message 3

DIT Inbound Notifications — MSO Role

As the DIT interface creates applicants and applications in ESR a number of notifications will be sent to the
MSO role as follows and ESR will facilitate the delivery of these notifications from both the DIT System and
the NHS Systems Integration Team.

Medical Rotation Notification
The delivery of this naotification is controlled by the third party DIT system and will hold a URL link to take
the MSO to a table of information held on the NHS Hub.

This notification will hold details about all medical and dental trainees due to commence at the employing
authority as part of their rotation.
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Title: Medical Training - Medical Rotation Notification

Trust ID: 999
Date of Notification: 22 Mar 2016
Body of Notification:

Below is a link which will take you to the latest Medical Rotation grid supplied by the Generic LETB, as trainees at your Trust are due to rotate

to their next placement. Check the details and undertake the necessary steps to either appoint them into their new position or terminate their
employee record.

Please Note: Where the details related to the current and or next post holder are blank, this may or may not indicate a vacancy against the
position and you should contact your LETB Lead for more information.

To access the information over the link you will need to supply the LETB specific password. Please obtain this from the NHS Team via the
Remedy Helpdesk by raising a Service Request FAO: NHS Systems Integration Team

Change to Projected Hire/End Date Notification

The notification provides the outline of the person concerned and the change in information, advising the
role holder to manually amend the record.

Title: Medical Training - Change to Project Hire/End Date Motification (No specialty supplied)
Trust 1D: 180
Date of Netification: 02 May 2018

Body of Notification: Below are details of a trainee who has had their projected hire/end date amended in the LETB system. Please locate the
person record and make the appropriate amendment to the application.

I MC I " Ile Projected Hire | New Projected End
Last Name First Name MNumber ||Position Number Position Name Date Date

Cheah |seongkear  |75s0272 15336199 [specialty Registrar |05 June 2018 |

Chukwuma Unoma 7000831 15336199 | Specialty Registrar 30 Jume 2019
Chukzema ARoma 70008938 15336198 ] Specialty Registrar 24 April 2019
Dheah Leong Leat 7550297 15336197 ] Specialty Registrar |07 September 2018

Update to Medical Rotations — Applicant Withdrawn

This notification will be sent to the MSO when one of the medics identified in the ‘Medical Rotation
Notification’ above subsequently withdraws from that position.

The notification will provide details about the medic concerned so that the MSO can take the necessary
action to remove or amend the applicant.
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Title: Medical Training - Applicant(s) Withdrawn (No specialty supplied)
Trust ID: 123

Date of Notification: 02 Feb 2016

Body of Notification: The following medical and dental trainee(s) have been withdrawn from their placement. See details below and take the
necessary steps to withdraw their applicant record.

Withdrawn Medical and Dental Trainee

Last First GMC supplied Employee  Withdrawal
Name Name by LETB Employee/Applicant Number Status Reason
Number Unavailable - Person has been removed from the position and does not have 3 GMC record in
Smith  Frederick 9999999 this VPD, so unable to identify Applicant/Empioyee Number 3: Other
Position Details
ESR PositionID 9999993939 TPN AAA/ABCCC/001/YYY/001
Managing LETB  AAA Position Title Specialty Trainee Registrar
Occ Code Job Specialty Trainee Registrar
Head/Lead Status Host Employer Organisation 123 CHI Child Health Acute Medical
Lead Trust 123 Location General Hospital
Withdrawn Medical and Dental Trainee
Last First GMC supplied Employee  Withdrawal
Name Name by LETB Employee/Applicant Number Status Reason
Turner Ruth 3333333 6666666 Person has been removed from the position in ESR Employee 3: Other
Position Details
ESR PositionID 8883888388 TPN AAA/AABDDD/004/A1/001
Managing LETB ~ AAA Position Title Foundation Doctor - Year 1
Occ Code 004 Job Foundation Doctor - Year 1
Head/Lead Status Host Employer Organisation 123 MED Foundation Programme
Lead Trust 123 Location General Hospital
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Update to Medical Rotations — Replacement Application

This natification will be sent to the MSO when a replacement to the withdrawn applicant above is appointed.
It will provide details about the medic to be appointed and the MSO can proceed to hire the applicant as per
the usual recruitment process.

The DIT System is responsible for sending these notifications when required.

Title: Medical Training - Replacement Applicants(s) (General Practice)
Trust ID: 999
Date of Notification: 26 Apr 2016

Body of Notification: The following medical and dental trainee(s) have been appointed into the following position and replaces the applicant
identified in the Medical Rotations Notification previously sent. See details below and take the necessary steps to hire this replacement
trainee.

Replacement Medical and Dental Trainee

Last Name First Name GMC Number Current Placement Projected Hire Date
Turner Dave 3456246 899 05 September 2016
Position Details
ESR Position ID Not supplied TPN YYY/ZZZ12/999/XYZ/005
Managing LETB ABC Position Title Not supplied
Occ Code Job
Head/Lead Status Organisation
Lead Trust Location
Title: Medical Training - Replacement Applicants(s) (Rehabilitation Medicine)
Trust ID: 999
Date of Notification: 26 Apr 2016

Body of Notification: The following medical and dental trainee(s) have been appointed into the following position and replaces the applicant

identified in the Medical Rotations Notification previously sent. See details below and take the necessary steps to hire this replacement
trainee.

Replacement Medical and Dental Trainee

Last Name First Name GMC Number Current Placement Projected Hire Date
Brown Julie 4567880 333 20 August 2016
Position Details
ESR Position ID Not supplied TPN YYY/ZZZZZ/09S/XYZ/333
Managing LETB ABC Position Title Not supplied
Occ Code Job
Head/Lead Status Organisation
Lead Trust Location
Replacement Medical and Dental Trainee
Last Name First Name GMC Number Current Placement Projected Hire Date
Smith Roy 1234567 999 01 June 2016
Position Details
ESR Position ID Not supplied TPN YYY/ZZZZZ/09S/XYZ/333
Managing LETB ABC Position Title Not supplied
Occ Code Job
Head/Lead Status Organisation
Lead Trust Location

New Starter Reminder — Medical and Dental Trainees Notification

This notification is sent to the MSO Role reminding them that an applicant record has been created and
may still need action. This notification will be initiated by the NHS Interface Hub, by using the projected
start date field. This notification should be limited to only include those in the medical and dental staff group
attached to a position where a DPN has been recorded.

It will be sent 5 working days before the projected hire date detailed in the applicant record.
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Title: Deanery - Jnr. Doctor Starter(s) (999)

Trust ID: 999

Date of Notification: 01/03/2016

Body of Notification: The following medical and dental trainees are due to commence their new placement within the next 5 days.
You should ensure that the necessary steps have been taken to hire them into their new positions on the hire date_Please note: If the

trainee already occupies a post within your organisation, please remember to action their current employee assignment accordingly. If
you are the host trust for the trainee, please ensure that you hire the applicant as an honorary employee.

| Position Number | Last Name \ First Name i GMC Number | Projected Hire Date
132557334 Heathcliffe Simon [1234567 02/03/2016

Title: Deanery - Jnr. Doctor Starter(s) (123)

Trust ID: 999

Date of Notification: 01/03/2016

Body of Notification: The following medical and dental trainees are due to commence their new placement within the next 5 days.
You should ensure that the necessary steps have been taken to hire them into their new positions on the hire date Please note: If the
trainee already occupies a post within your organisation, please remember to action their current employee assignment accordingly. If
you are the host trust for the trainee, please ensure that you hire the applicant as an honorary employee.

[' Position Number [ Last Name I [ First Name { GMC Number [ Projected Hire Date ‘
24623526 [Bennett (Graham 2345678 02/03/2016 |
Title: Deanery - Jnr. Doctor Starter(s) (AA)

Trust ID: 999

Date of Notification: 01/03/2016

Body of Notification: The following medical and dental trainees are due to commence their new placement within the next 5 days.
You should ensure that the necessary steps have been taken to hire them into their new positions on the hire date_Please note: If the
trainee already occupies a post within your organisation, please remember to action their current employee assignment accordingly. If
you are the host trust for the trainee, please ensure that you hire the applicant as an honorary employee.

| Position Number | Last Name 1 First Name | GMC Number | Projected Hire Date \
198249571 [Bebbington INeil 3456789 [02/03/2016 \
187686554 [Shaw Matilda 9837294 02/03/2016

34984763 [Wood RRichard [1239874 02/03/2016

149578393 [Evens Sally 3336661 |02/03/2016

Title: Deanery - Jnr. Doctor Starter(s) (ABCD\)

Trust ID: 999

Date of Notification: 01/03/2016

Body of Notification: The following medical and dental trainees are due to commence their new placement within the next 5 days.
You should ensure that the necessary steps have been taken to hire them into their new positions on the hire date.Please note: If the
trainee already occupies a post within your organisation, please remember to action their current employee assignment accordingly. If
you are the host trust for the trainee, please ensure that you hire the applicant as an honorary employee.

‘7 Position Number [ Last Name i ‘ First Name \ GMC Number \'WProjected Hire Date 7\
124623456 [Edmunds Piers 4567890 02/03/2016 \

New Training Position created within DIT System

A notification is sent to the MSO Role Holder highlighting that a new position record has been created
within the DIT system. This notification will be initiated by the receipt of a type 5 notification — New Training
Position created within DIT system, where a new post is created and associated with the VPD.

Title: Medical Training - New Training Post Created by LETB (General Practice)
Trust ID: 999
Date of Notification: 26 Apr 2016

Body of Notification:The following position(s) have been created by LETB with effect from . Please contact the LETB directly to establish full
details, so that this post can be setup within ESR.

Hraining Post Number [LETB/Deanery [site/Location ‘
Y¥¥/C99999/999/EEEEE/003 BC LETB [Medical Centre \
IvyY/C99999/999/EEEEE/00S [aBC LETB [Health centre |
Title: Medical Training - New Training Post Created by LETB (Rehabilitation Medicine)

Trust ID: 999

Date of Notification: 26 Apr 2016

Body of Notification:The following position(s) have been created by LETB with effect from . Please contact the LETB directly to establish full
details, so that this post can be setup within ESR.

%Training Post Number ELEI'B/Deanerv ;fSite/l.ocation
}YYY/FFFFF/QQQ/ODD/OOZ ?ABC LETB ’;Generic Hospital [

Duplicate and/or Erroneous Positions
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This notification will be made available to the Medical Staffing officer via ESR. It will highlight duplicate
and/or erroneous positions that have been created in ESR. These are instances where positions are
created with different position numbers and associated with the same DPN. Duplicate positions can be
actioned as appropriate on ESR by the MSO i.e. by selecting the resultant position ID and setting an
effective end date or by deleting the position. (The former is the recommended action). Erroneous DPNs or
Position titles need to be corrected. Brief guidance on the error will be provided in the notification.

This notification requires action.

Where the position has been created erroneously or is redundant, the user is required to end date and/or

correct the position.

Dated.

in the expected format.

Duplicate and / or Erroneous Doctor in Training Positions in ESR

Please review and correct the positions listed below as appropriate.

The following duplicate Positions have been observed in ESR. This means that there are multiple positions
associated with a single Training / Deanery Post Mumber. Those which are not required should be End

Erroneous positions are those where the DPN and/or position title contains erroneous characters or is not

Duplicate Positions

First part must have 3

characters

Deanery Post Number Pasition Number Pasition Title
EOE/RGT00/003/SPR/001 5498763 Specialty Reqgistrar
EOE/RGT00/003/SPR/001 5498765 Specialty Registrar
EOE/RGTO00/084/SPR/001 5408785 Specialty Registrar (Core
Trainee)
EOE/RGTO00/084/SPR/001 5498790 Specialty Registrar (Core
Trainee)
EOE/RGTO00/074/SPR/001 5476834 Specialty Registrar (Core
Trainee)
EOE/RGTO00/074/SPR/001 5477894 Specialty Registrar (Core
Trainee)
Erroneous Positions
DNM/SUPERNUMERARY 8346736 3846736|D-Specialty Registrar
Minimum of 4 parts required (Sup)|080|Clinical Radiclogy
MAN/TOBECONFIRMED 8383632 9583632|D-Specialty Registrar
Minimum of 4 parts required (ST3+)|091|Neurology
EOQEXRCX00/052/FY7/701 8374633 23746333|D-Specialty Registrar

(Sup)|080|Clinical Radiclogy

5.17.2.

Medical Staffing Officer Role (GMC)

The Professional Bodies interface sends files to ESR to update the Professional Registration details of
General Medical Council members.

This interface can update details on the Registrations and Memberships Extra Information Type only.
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& Bxtra Person Information

Registration/Membership Body
Professional Registration Number
Expiry Date

First Registered Date
Revalidation Date

E-Rec Vacancy Ref

O Qanceljl Clearjl Help)l

An automatic update can only occur where the professional registration number matches an active
employee AND the Date of Birth of the employee AND first OR last name of the employee match the details
in the file from the professional body.

Automatic Update Notification

Where automatic updates have occurred a notification will be sent to the role holder of the ‘Medical Staffing
Officer’ role detailing the changes made. Employing Authorities must ensure that they have a least one user
setup to receive notifications as part of this new role.

The notifications are colour coded in Red, Amber or Green depending on whether any registration status
issues exist.
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Notifications to MSO

Worklist
View | Open Notifications :

St Notctions: 5 prevos [7
Select All | Select None

= s,

XX Professional Bodies Interface Professional Bodies - Successful Updates GREEN 16-Oct-2017
XX Professional Bodies Interface Professional Bodies - Successful Updates AMBER 14-Oct-2017
XX Professional Bodies Interface Professional Bodies - Successful Updates RED 14-Oct-2017
XX Professional Bodies Interface Professional Bodies - Decision Required 14-Oct-2017

Red Notification

Professional Bodies - Successful Updates RED

o Information

This notification does not require a response.

To Leese, Vivian
Sent 15-Sep-2017 05:14:04
ID 389886495

Professional Body Interface

The following people have had their professional registration details records updated by the General Medical Council.
Please review these changes and report any issues to the appropriate Professional Body.

Last Name, i X pil Registered | CPD Prep. Exp Registration Specmhty Specmln:v Speciality| Spec\ahly Specuallry Speciality SDFCI3|IW Speclah:y
First Name Organisation | Location | Number

Amber Notification

Professional Bodies - Successful Updates AMBER

o Information

This notification does not require a response.

To Leese, Vivian
Sent 15-Sep-2017 05:14:04
ID 389886495

Professional Body Interface

The following people have had their professional registration details records updated by the General Medical Council.
Please review these changes and report any issues to the appropriate Professional Body.

Professional Revalidation/NMC
Employee | Applicant| Last Name, Registration Expiry Registered| CPD Prep. Exp ety ok 5 ali 7 e o .

Number Number |First Mame ‘Organisstion | Location | Mumber Date Date Status
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Green Notification

Worklist =

Professional Bodies - Successful Updates GREEN

o Information
This notification does not require a response.

To CR34993, Roleholder
Sent 12-Apr-201717:10:22
ID 326449836

Professional Body Interface

The following people have had their professional registration details records updated by the General Medical Council.
Please review these changes and report any issues to the appropriate Professional Body.

5ic 5 Revalidation/! S S Sub
Employee | Applicant | Last Name, First Reg|stramn Spcc\eln:y Spcc\allw Speciality Sp: ial]
Number |Number |Name Organisation | Location | Number Date |Date Date Status 3 5

Decision Notifications

Where an employee with a matching professional registration number is found, but the Date of Birth and/or
name is not an exact match, then a ‘Decision’ notification will be sent to the role holder requesting a
decision as to whether the update is appropriate for the employee. If this update is approved then the
update will be applied to the employee’s registration record. If the update is rejected then the update will not
be applied.

Worklist >

Professional Bodies - Decision Required

To CR34993, Roleholder
Sent 12-Apr-2017 17-10:21
ID 326449828

Professional Body Interface

This record was sent by the General Medical Council. The person listed has the same Professional Registration Number as the update record but the name or date of birth does not match.

ESR Person Details

CR34993 Emp02 IOl— JAN-1980 | 6001002 26519350 444 Organisation 567650 | 444 Location 241965

Interface Update Record

Registration
Status

= O B B R

Can you review these details and decide whether this update is appropriate for this person. If it is not appropriate then there may be a data issue with the professional registration number held in ESR for this person. This st

Note:

Three scenarios have been observed around the Given name in GMC.

Scenario 1: Where the given name in GMC is a single word or single name.

Scenario 2: Where the given name in GMC consists of a first name and middle name

Scenario 3: Where the given name in GMC is a genuine first name but comprises of two or more names
separated by a space(s) Eg. Sarah Jane.

Pre-processing on ESR attempts to account for all three scenarios and will only generate a Decision
(mismatch) Notification if the ‘Given Name’ in the GMC register does not match with the ‘First Name’ held in
ESR.

Notifications: Newly activated and Full Registrations

Workflow Notification Guide Page 78 of 158



Medical Staffing Teams currently repeatedly refer to the GMC website for each newly qualified doctor to
ascertain if he/ she has an active registration or if they have achieved a full registration status for the following

reasons:

e In order for a newly qualified doctor to commence the foundation medical training programme, it is
necessary that their GMC registration status be activated.
e In order to embark on the second year of foundation medical training programme, newly qualified

doctors need to have a full registration status.

This functionality utilises the existing GMC interface but compare the current day’s GMC file with the previous
day’s GMC file to determine those that have been newly activated and those that have achieved full

registration.

Description of Notification

Notification: Activation of Registration
This notification will list the newly qualified doctors whose registration has been activated by the GMC and

whose registration status equals ‘Provisionally Registered with License’ as shown below:

Newly Qualified Doctor: Activation of reqistration

GMC registrations for the following individuals have been newly activated

Employee | Surname | First Professional | GMC Provisional Full Conditions | Undertakings | FTP
number Name Registration | Registration | Registration | registration
number status date date
145667 Igor Man 44B5678T Provisionally | 01.July.2018 No No No
Registered
with License
123887 Adams James 66A5432C Provisionally | 02 July 2018 No No No
Registered
with License

Notification: Full Registration

This notification will list the doctors who have secured a full registration with the GMC i.e. where the
registration status has changed from ‘Provisionally registered with License’ to ‘Registered with License’ as
shown below:

Newly Qualified Doctor: Achieved full registration

The following newly qualified doctors have achieved full registration status

Employee | Surname First Professional | GMC Provisional Full Conditions | Undertakings | FTP
number Name Registration | Registration | Registration | registration
number status date date
155334 Statham Derek 66A5432C Registered 01.July.2017 | 01.July.2018 No No
with License
122334 Robertson | Julia 57B3256X Registered 02 July 2017 | 03.July.2018 No No
with License

The notifications will be generated as and when the above occur.
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5.18. PHARMACY PROFESSIONAL REGISTRATION ROLE

5.18.1. Pharmacy Professional Registration Role (GPhC) - Successful
Update and Decision Notification

The Professional Bodies interface sends files to ESR to update the Professional Registration details of
General Pharmaceutical Council members.

This interface can update details on the Registrations and Memberships Extra Information Type only.

& Extra Person Information

Registration/Membership Body |

Professional Registration Number |

Expiry Date |

First Registered Date

Revalidation Date |
E-Rec Vacancy Ref |

( ok | |cancel] [ Clear | [ Help |

An automatic update can only occur where the professional registration number matches an active
employee AND the first name and last name of the employee also match the details obtained from the
GPhC Public register.

Automatic Update Notification

Where automatic updates have occurred, a notification will be sent to the role holder of the ‘Pharmacy Prof
Registration’ role detailing the changes made. Employing Authorities must ensure that they have a least
one user in this role to receive notifications.

The notifications are colour coded in Red, Amber or Green depending on whether any registration status
issues exist.

Notifications to GPhC Registration Role

Red Notification

Professional Bodies - Successful Updates RED

To  CCNTwoF ourFrve, Notf-GPC
Sent 31-Jan 2021 093353
D 858574541
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Amber Notification

Professional Bodies - Successful Updates AMBER

To CCNTwoFourfive, Motif-GPhC
Sent 31-Jan-202109:41:25
ID 858574542

Professional Bady interface

Tha following thair professional ipaated by
Please report any issues Professional Body.

First Ragistered | RevalilationyHMC CPL Pro. Exp |Phar
Expiey Dsta [0 S

Return to Worklist
[ Display next
natification after
myresponse

Green Notification

Professional Bodies - Successful Updates GREEN

To CONTwok ourFive, Motif GPHC
Sent 31-Jan-200109:41:26
1D 858574543

Professional Body interface

‘The following e profsssional by ouncil
Please review these changes and report any issues (o the apgropriate Professional fod
Professional Regstration

Last Name. Firstame  (Organisation s

Gy Doga |t RERtEred | RevalidationdNhAC CPD Prep. Exp | Pharmaceutic
ey Dote | Dot Dse P

Return to Workist
O Display next
natification after
my rasgonss

Decision Notifications

Where an employee with a matching professional registration number is found, but the name is not an
exact match for what is detailed on the GPHC register, then a ‘Decision’ notification will be sent to the role
holder requesting a decision as to whether the update is appropriate for the employee. If this update is
approved, then the update will be applied to the employee’s registration record. If the update is rejected,
then the update will not be applied.

Worklist »
Professional Bodies - Decision Required

To  CCNTwok ourfive, Notif GPHC
Sent 31 Jan 2021 09-33:46
1D 858574536

Professianal Bady ntorface

This racord was sant by the Ganoral Pharmaceutical Council, The parson listed has te same Professional Registration Number as the update record but the name of data of birth doas not match,

ESR Person Detadls

don 31525 49 F kA

Dte of Birth | Prafessional Ragisration Number| Exgiry Date [ Frst Ragistared Data [Revalsdation/ NMC CPO Prap Exp D) Suans [Supplemantary Prascribar] indapandent Praserdbar

T woF e ManEmo-Des] 3. 1AN- 19782000002 30,06 202102 N1 | 29-w0v-2021 [Pharrmacy Tochoion | ngutaedio ™ Wwck_[Uka___|Wo

Can you o this upidate L Witis thon thero may ba a data issse with the b hold in £ SR v This should Body.

From To
TSPENCER CCNTwoF curFive, Noaif-GPC

natification after
iy response
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5.18.2. Pharmacy Professional Registration Role (GPhC) - GPhC
registration number errors

A Workflow notification will be generated to individuals assigned to the GPhC registration role on a weekly*
basis which lists errors/ issues identified on GPhC registration numbers. The notification will list registration
numbers that have been found to have an invalid format, are inaccurate or have been assigned incorrectly.
An example of the notification has been shown below:

*Note: The frequency of notifications is monitored and may decrease based on the volume of
errors/ anomalies and feedback from GPhC registration role holders.

Notification: Invalid, erroneous or incorrectly assigned registration numbers.

The following GPhC registrant numbers have been found to have an invalid format, or assigned to
incorrect individual(s)* or not to be found on the GPhC register. As such the GPhC Professional Body
Interface will not update the registration information for the following records.

Please review and correct after confirming with the GPhC public register.

*Qther registrants found with the same registration number.

ESR Surname | First GPhC Type Reason
employee Name Professional
Number registration
8736325 Roberts | Julia 2134567 Name differs | Other registrants
from GPhC found with same
Register registration number
in ESR
3846736 Crusoe Robinson | G512346 Invalid Contains one or
format more invalid
characters

Role holders must review the notifications received and correct the registration information following
confirmation with the GPhC register.

Workflow Notification Guide Page 82 of 158



5.19. OCCUPATIONAL HEALTH ADMIN

Occupational Health data capture is possible using ESR using a role called “Occupational Health Admin®, to
enable staff assigned this to receive notifications when the Occupational Health Inter-Authority Transfer
(IAT) dataset arrives.

The IAT process facilitates the portability of Occupational Health vaccinations/tests data at applicant stage.
OH Departments will be notified of this transfer via a notification that will be restricted to the Occupational
Health Admin role.

Where Health Assessment Data exists in the source VPD (in the highlighted section below) it can be copied
across to the applicant record by clicking on the Copy OH Assessment Data button. This does not affect the
existing data items that are held on this notification as these are already transferred and copied across
once the notification is sent.

Pre-IAT FYI Notification for Richard Perkins

To XXHR_IAT ADHOC_OH_APPROVERS
Sent 17-Jan-2019 10:23:57

ID 348749
An IAT reguest has been approved for Richard Perkins from 503 ESR Hospitals NHS Trust

Basic Person
Applicant Number: 15794
Employee Number:

Date Of Birth: 01-MAR-1975
NI Number: NS304050C

As part of the occupational health pre-employment checking process, the following occupational health data has been transferred and copied across for this person

No Tuberculosis immunisation information on record.
No Hepatitis B Injection information on record.

No Hepatitis B information on record.

No Hepatitis C information on record.

No Varicella immunisation information on record.

No Typhoid immunisation information on record.

NHS OH Latex Details

Latox Alergy/RAST Coniom Dt Type1
01-FEB-2017 No No

No Body Fluid Inoculation Incident information on record.

NHS OH Hep A Injections

iy 1 Cess icoon20ece T lecion 2l
01-FEB-2014 Q- Full Date

Mo Influenza vaccination information on record.

NHS OH DTP Details

DTP DTP Immunisation Diphtheria Diphtheria Immunisation Tetanus Tetanus Immunisation Polio Polio Immunisation Number of DTP
Immunisation Class Immunisation Class Immunisation Class Immunisation Class Injections

01-FEB-2017 0 - Full Date 01-FEB-2017 0- Full Date 01-FEB-2017 0- Full Date 01-FEB-2017 0- Full Date

NHS Occupational Health Assessment Details

The following data items can be copied from the previous employer. To add these items please click the Copy OH Assessment Data button.

OH Record Date OH Conditions EPP Clearance? OH Clearance Unit Medical Clearance Date EPP / OH Review Date
01-FEB-2017 Heaslth Assessment - Recruitment Cleared Yes 01-FEB-2017 01-FEB-2017

All available OH data has been copied across for this person.
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5.20. APPLICANT DETAILS
Applicants can update information in the My Applicant Details portlet which would usually be sent for
approval to their supervisor. For example, changes to name and work email address.

Rather than this information being directly updated in ESR, a notification is sent to the Applicant Details role
holder informing them of the requested changes, they will then have the option to update this information in

ESR if required.

Workiist >

® \rormation
This notification

Harrison, Miss Ann (2184) has requested an update to their Personal Information

To XXHR_PORTAL_APP_DETS_ 161
ant  19-Aug-2020 15:45:44
D 142626

Apphicanc Name:  Harrison, Miss Ana
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5.21. EMPLOYEE COMPETENCE PROFILES ACROSS ORGANISATIONS

Employee competence profiles are synchronised when a national competence is added or updated, and
where an employee has multiple employments across different organisations.

To qualify as an additional employment the person must have a person record separate from the one where
the competence change was recorded.

e This person record must have either an active assignment record or an active application record at
status Offer Accepted.

e Person matching will be done using a combination of NHS Unique Identifier OR NI Number and
Date of Birth.

e The process to generate notifications will run on a nightly basis

To assist organisations in identifying where competences have been awarded, a segment ‘Awarding
Organisation’ has been added to the Add'l Competence Element Det's DFF.

O Add| Competence Element Det's [ %]
Date Last Awarded
Awarded By

Awarding Organisation
Title
Last Updated By

Record Type
1| 3

QK | Qance\)l Clear)l He\p)l

Where one or more additional employments are found for a person then a new notification will be sent to
the Multi-Employer Comp Update role holder at each additional employer. For the notification to be sent, at
least one person must be assigned to the role

= Maintain Roles M [=] E3
Role Name Role Type Further Information Enabled =
I Mulit-Employer Comp Update HR Manager v ]

The role holder can then:
*  Accept all competence updates
* Reject all competence updates

* Accept/Reject on an individual basis using the Competence Update form
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Worklist >

Competence Profile Update Notification for CCNSyncCompOne, CCNSyncCompTestOne, Mr.

Approve(all) | Reject (all)

To XXHROXXMNCEMP_188_320031947_18534050
Sent  03-Jul-2019 08-57-38
ID 616063041

CCNSyncCompTestone CCNSyncCompOne has had an update to their competence profile in 225 - 225 Organisation 44622

Last Name: * CCNSyncCompOne
First Name: : CCNSyncCompTestOne
Title * M

Employee Number : 27336301
Applicant Number ©
Position Number ~ : 30465412

Role * Manager
Staff Group - Healthcare Scientists
Organisation + 188 Organisation 113396

Competence Updates from Additional Employment

.~ compeenceName | Valid To  Date Last Awarded Awarded By Awarding Organisation
NHS|CSTF[Blood component transfusion: Blood sampling - No Specified Renewai 0 - Not Assessed  01-JAN-2019 225 Organisation 44622 e
NHSICSTFILeadership in transforming dementia care - Tier 3- 1 Year| 0-Not Assessed D1-JAN-2019 31-DEC-2019 225 Organisation 44622
NHSINOS|Forensic Mental Health FMH10| 1 - Attained 01-JAN-2019 30-JUN-2019 03-JUL-2019 User 225 Organisation 44622
NHSIREVALIRevalidation - 5 Years| 1 - Atiained 01-JAN-2019 31-DEC-2023 225 Organisation 44622

‘Competence Requirements for this person

NHSICSTFIFire Safety - 1 Year| Yes 01-JUL-2018
NHS|CSTF|Information Governance and Data Security - 1 Year] 0 - Not Assessed 0 - Not Assessed Yes 01-JUL-2018

Current Competence Details for this person

NHSICSTFIFire Safety - 1 Yearl 0 - Not Assessed  071-JAN-2018 31-DEG-2019 02-JUL-2019 User 225 Organisation 44622 225 188MERCUICGNSyncCompFifty, Mr. GGNSyncGompTestrifty
Action History
O S -
1 |03-JUL-201%08:57:39 Submit SNARAYAN XXHR XXMNCEMP_188_320031947 18534050
References

Competence Update Form

. -
He ©dvm
[0 Comptrstno + ey el airom VoDt o iy i Orgrtion T
[ NHS|CSTF| il i No Specified Renewal| 0 - Not Assessed 01-JAN-2019 225 Organisation 44622
M NHSICSTFILeadershipin transforming dementia care - Tier 3 - 1 Year| 0-Not Assessed 01-JAN-2019 31-DEC-2019 225 Organisation 44622
[J NHS|NOS|Forensic Mental Haalth FMH10] 1- Attained 01-JAN-2019 30-JUN-2019 03-JUL-2019 User 225 Organisation 44622
[0 NHS|REVAL|Revalidation - 5 Years| 1- Attained 01-JAN-2019 31-DEC-2023 225 Organisation 44622
Competence Requirements
He@aém
[CompetenceMame a —_Jlow _|Hgh | |DateFrom |DateTo]
188|LOCALIAccredited Checking Pharmacy Technician (ACPT)| Yes 01-JUL-2018
188|LOCAL|Advanced Life Support (Adult) 4 Years| No 01-JUL-2018
NHS|CSTF|Fire Safety - 1 Year| Yes|01-JUL-2018

NHS|CSTF|Information Governance and Data Security - 1Year| 0- Not Assessed 0 - Not Assessed|Yes 01-JUL-2018

Current Competency Details
AGE - R
st pcany
NHS|CSTF|Fire Safety - 1 Year| O - Not Assessed 01-JAN-2019 31-DEC-2019% 02-JUL-2019 User 225 Organisation 44622 225 188MERCU|CCNSyncCompFifty, Mr. CCNSyncCompTestFifty

Once actioned (either directly from the notification or from the form), the notification will close for all other
role holders in the additional employer organisation.

A confirmation notification will then be sent back to the source employee outlining the action taken for each
competence listed in the notification.

Worklist >

0 Information
This notification does not require a response.

Multiple Employer Competence Update

To CCNSyncCompOne, CCNSyncCompTestOne
Sent  03-Jul-2019 11:20:37
ID 616063076

he recent changes to your competence profile, outiined below, were sent to 188 188 Organisation 87747.

The following actions have been taken for your competence profile at this organisation

NHS|NOS|Forensic Mental Health FMH 10| 1 - Attained 01-JAN-2019 30-JUN-2019 03-JUL-2019 User 225 Organisation 44622 Rejected, update not applied
NHS|CSTF|Leadership in transforming dementia care - Tier 3 - 1 Year| 0- Not Assessed  01-JAN-2019 31-DEC-2019 295 Organisation 44622 Rejected, update not applied
NHS|CSTF|Bloed component transfusion: Blood sampling - No Specified Renewal| 0 - Not Assessed  01-JAN-2019 225 Organisation 44622 Accepted, update applied
NHS|REVAL|Revalidation - 5 Years| 1 - Attained 01-JAN-2019 31-DEC-2023 225 Organisation 44622 Accepted, update applied

The following Action Status values can be returned to the employee
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Failed, no role holder Notification could not be sent to additional employer. No updates
defined at additional have been applied.

employer.

Accepted, no update Additional Employer accepted this change but the record at their
required organisation already existed and had the same or higher level and

the same or later end date. No updates have been applied.

Accepted, update applied Additional Employer accepted this change and the record at their
organisation has been updated to match the record sent.

Rejected, update not Additional Employer rejected the change. No updates have been
applied applied.
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5.22. INTERNET ACCESS APPROVAL

Allocation of this role allows the holder to approve requests from employees for remote access to Employee
Self Service and Employee Self Service (Limited Access) via https://my.esr.nhs.uk where they have made a
decision not to enable ‘Automatic Internet Access’

The approval of remote access requests from employees can also be granted by the manager using the
self-service hierarchy; this is the default mechanism for routing approvals where the supervisor hierarchy
has been entered.

Organisations must have at least one user in the Internet Access Approval Role where the supervisor
hierarchy is not in place.

Employee requests Internet Access by clicking on Manage Internet Access from the Portal

2
m - " u Admin ‘ Sam Jackson =

Electronic Staff Record
Manage Intemet Access *

A password is only required for Smartcard users.

f— m My Access Home Logout Preferences

Request Internet Access
& TIP Please enter a new username and password of your choice to enable access to internet enabled URPs from home
ESR Username 298SJACKSONO1

* password
* Retype Password

Request Internet Access

Manager can then choose to approve or reject the request.

Worklist >

Re: Request For Internet Access to ESR

From Sandwell, Paula
To Leese05, Vivian
Sent 07-Apr-2017 15:02:23
Due 17-Apr-2017 15:02:23
ID 324027
Mrs., Paula Sandwell has requested to sccess to their account from an internet connection (e.g from their home PC). By approving this request the employee will be able to access and undertake these actions from a PC that is not
on a NHS N3 connection.

Action History

S e S S
1 07-APR-2017 15-:02:23 Submit Sandwell, Paula Leese05, Vivian

Return to Worlklist
[ Display next notification after my response

Request is approved and a notification sent to the initiator, including a link to https://my.esr.nhs.uk
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Worklist >
Re: Request For Internet Access to ESR

& Information
This notification does not require a response.

To Sandwell, Paula
Sent O07-Apr-2017 15:03:58
ID 324028

Your request for internet access to ESR has been approved. You may now access your sccount from outside of your organisation by visiting the following link: http://esrirnappa

Please ensure you enter the username and p: you cho: equesting ir t access to ESR.

If you forget your internet access password or wish to resetit at any time, plesse login to ESR and select ‘Request Intemnet Access’ to maintain your internet sccess sccount details.

Return to Worklist
[ Display next notification after my response

504PSANDWELLOS

If the organisation so wishes, they can choose to automatically approve all requests for remote access by
selecting one of the options held against the Auto User Creation field. Full details of how to do this can be

found in the ESR User Manual

Where a user resets their Internet Access password

= m My Access

Reset Password
* Old Password [eeseses
* New Password

* Retype Password [seessss

Logout

Switch to Mobile

Logout Portal

Copyright (¢) 2006, Oracle. All rights reserved

They will receive the following notification.

Internet Password Reset

O Information
This notification does not require a response.

From SYSADMIN
To Joshi,Neela
Sent  20-Jul-2017 12:56:57

ID 351336963
Tt for Internet access to your ESR 20-JUL-2017 12:56:57 . If you did not make this ol jise your system

Return to Worklist
Display next notification after my response

[0 Roauest formaten

[0 Ee—
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5.23. MATERNITY RETURN DATE NOTIFICATION

The Maternity Return notification identifies those employees that are due to return to work from maternity
leave at 61 days and 21 days from system date (i.e. the process run date). The maternity return date is the
employee’s absence Projected End Date. If the Projected End Date is not found then the maternity record’s
Actual End Date is used. Additionally a Short Notice Notification will list all employee assignments where
there has been an update to the return date which results in the new return date being less than 30 days
from the current date as at the time of the update

The four separate roles allow users to receive notifications for specific staff groups as required (these roles
have the same definitions and logic as those used for the expiry roles). Where users were associated with
the original ‘HR Maternity Return Ntf’ role they will now be associated with the ‘Maternity Rtn Ntf - All’ role.

The four maternity return notifications:

Maternity Rtn Ntf - All
Maternity Rtn Ntf - M&D

Maternity Rtn Ntf - N&M
Maternity Rtn Ntf — General

O Maintain Roles

Role Mame Role Type Further Information Enahled —
IAT Initiator HR Manager v i
Internet Access Approval HR Manager 4

I hlaternity Rtn Mif - All HR Manager [
Maternity Btn MNif - General  |HR Manager Cd
Maternity Rtn Mif - k&0 HR hanager v -

Users l FPositions Termplates Extra Information
Ferson Llzer Default Role  Benefit Role  Enabled
Bl cecent Mrs Sivian FMATRAINM [ [ [ =]

The Maternity Projected End Date (or Actual End Date) field must be completed for the notification to be
triggered.

O Absence Detail(Shipman, Miss Maria)
Type Matemity Category |Maternity
Reason Maternity Leave Cceurrence |1
Due Date  O1-JAR-2011
Date
Calculate Duration
Motified 01-SEF-2010 TifmE Date Tme _—/J
Projected Stat 22-DEC-2010 End [15-3EP-2011 Days Mars
Actual Start Enid Dration
Reason for Late Motification [ Accept
Autharized by Mumhber
Replaced by Mumber
Balance Information
Associated Element Absence NHS
Running Total O
In Current Year 0  Hours = Days Mo Balance RN
Accruals Confirm Projected Dates )I
Evidence Statutory Payments 5P Others. .. /I
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Notifications are received

Worklist
View [OpenNotifications =]

-

Select All | Select None

Maternity Return Date Notification - 21 Days

-Jul-2017 Maternity Return Date Notification Workflow1
Example 21 Day Notification
Worklist >
Maternity Return Date Notification - 21 Days
O Information
This notification does not require a response.
To Leese, Vivian
Sent 20-Jul-2017 10:40:07
ID 347401
T 21days on maternity leave.
Position Number Position Description OccupationCode Location  Grade Description  Primary Flag Absence End Date Imends To Return Maternity Return Date
Nursing snd Midwifery Registered 504 Ward 10 Joshi Neels Mrs. 20095060 84608 Staff NurseBand 6 NGA ESR Hospital NH5|XR0O6|Review Body Band 6 Y 10-AUG-2017 Y

The relevant managers have also been notified.

Return to Worklist

Display next notification after my response
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5.24. NEW STARTER NOTIFICATION

The recipients of this natification are naotified of the relevant new starters that are due to join the
organisation within a 14 day period. New starters are identified as applicants with a projected hire date 14
days after the current date, or employees with a latest hire date 14 days from the current date. In addition a
notification will also be triggered to holders of the new starter notification role on the actual day of hire or on
the day the new starter was added to ESR, if the start date is in the past.

The New Starter Notification works in two different ways.

1) A new starter notification is sent to all system users who have been identified in the Maintain Roles
area of the system administration URPs.

The following screenshot demonstrates an example of a new starter notification

Notification header

Worklist
View |Open Notifications .

Select All | Select None

N s
[ XX New Starters Workflow New Starter Notification 18-Jul-2017 16-Oct-2017

Main Notification

Worklist >
New Starter Notification

To 3286972
Sent 08-Jun-2020 13-45:04
Due 06-Sep-2020 13:45:04
ID 788438472

The following New Starters have been entered onto Oracle HRMS and identified as New Starters on the Latest Hire Dates as indicated. You are required to look at the details of each individual, and perform the appropriate actions for each individual.

Empl Last First Latest His Si S Email
Organization | Position Title Location Job Grade Description a— o e | Tt o ot P
444 Organisation Fosilion ©1QHT Uvzsiep |Additional Ciinical Services|, NHS Body Band Ay Birth, M
503045 7978014 Frumit y ai 5 28615989 NewAppOne || NewAppOne |[Mr. 26-MAY-2020 es03@nhs.net
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5.25. NHS CRS RA AGENT

There are three roles related to dealing with messaging from UIM.

O Maintain Roles

Role Marme Rale Type Further Information Enabled
Wedical Staffing Officer HR Manager v

| ¥

MHS CRS Add Applicant Erre HR Manager v
MHS CRS Add Employes Err HR Manager v
MHS CRS RA Agents HR Manager v
Mew Starter Motification HR Manager L4 -
Lsers Fositions Templates Extra Infarmation
Ferson Llser Default Role  Benefit Role  Enahbled

[ s

Following the activation of the ESR interface to UIM it is possible that errors relating to interface
functionality may be reported by ESR. These errors can be broadly categorised into business errors and
technical errors and these role holders will receive a variety of messages from UIM.

Business Errors

Business errors are typically identified as those that are reported by ESR and action can be taken by users
to rectify the problem. Business errors are reported to ESR users via workflow notifications or via the RA
workbench and largely made up of:

a) Data errors caused by the format of data held in ESR not matching the validation required by UIM to
function correctly The vast majority of these errors will contain a clear ‘plain English’ description (i.e. not
technical) providing instructions of the actions required to resolve the error.

b) Requests being rejected by an RA Agent in UIM. The RA Agent will typically provide the reason for
the message being rejected which will be displayed in the ESR workflow naotification.

Technical Errors

Technical errors are typically those generated where a communication or technical error has occurred
within the infrastructure. These could be generated by network failures, server failures (such as a database
being unavailable) and messages not meeting the formatting standards imposed by each respective
system. As ESR and UIM are both national NHS CRS compliant systems communicating through the
Health and Social Care Network (HSCN), local technical issues, such as local connection with HSCN, will
need to be identified and resolved by local IT service desks.

5.25.1. NHS Bank Inactivation Concurrent Process

The NHS CRS RA Agent Role Holder also receives a list of assignments where the Assignment Status has
been updated to ‘Inactive Not Worked’ by the NHS Bank Inactivation Concurrent Process.
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5.26. NHS CRS ADD APPLICANT ERRORS AND NHS ADD EMPLOYEE ERRORS

There are two workflow notification roles available in ESR which ensure ESR users are notified of any
errors returned from UIM in relation to “Create NHS CRS Person” and “Re-open NHS CRS Person”
requests:

The role ‘NHS CRS Add Employee Errors’ will receive workflows related to Employees and External
Shared Service Staff;

The role ‘NHS CRS Add Applicant Errors’ will receive workflows related to Applicants.

If a request to ‘Create NHS CRS Person’ or ‘Re-open NHS CRS Person’ is rejected by UIM the NHS CRS
authentication status will be set to ‘Rejected’ on the RA Workbench and a workflow notification sent to ESR
users assigned the above roles (as illustrated below).

CRS Business Error

To TO1-45 NHS CRS Add Employee Errors
Sent 15-Jun-2011 09:23:09
ID 83149

The "Create NHS CRS Person” request has failed for the following person
CRTwoOneFiveFourSeven, Mr. Employee (Employee Number: 20000402)

Error details

CRS Error Level 5
CRS Error Date 15-JUN-2011
CRS Reporting Application AddReopenUser
CRS Reporting Application Version 1.11
CRS Reporting Application ID 40001
CRS Error Context Calling CRS
CRS Error Code ESRUIM-00003 A business exception has been reported by UIM
0024 Required value - 'nhsPassporthumber' or 'nhshiNumber' (or both) must be
CRS Error Message supplied

Return to Worldist
™ Display next notification after my response
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5.27. NURSING PROF REGISTRATION

5.27.1. Registration Updates

The Professional Bodies Interface includes updated files from the Nursing and Midwifery Council (NMC)
and information sent to holders of the ‘Nursing Professional Registration Role’. At least one user in each
organisation must be assigned to this role for details of updates to be communicated.

Where NMC registration requirements are recorded against the ESR position, these will be used to
determine the colour of an update notification. If the person and post requirements match perfectly, then the
update will be applied as a ‘green’ notification. However, even if these items match, where the person
update contains FTP Issues, Conditions or Cautions, DisposalsN° or Multiple FTP Sanctions, then the
update will be applied as an amber natification. If there is a mismatch against the person and post
requirements, the update will be processed as a ‘red’ naotification.

Note: NMC refers to Warning Issued, Warning Issued Under Review, Undertakings Agreed, Undertakings
Agreed Under Review as disposals. These disposals are a result of revisions made to the Fitness To
Practise process under Section 60 changes to the Nursing & Midwifery Order of 2001 (28 July 2017).The
ITP and SOM indicators have been removed as part of an earlier legislation of the section 60 order
introduced in 31 March 2017.

If there are no post registration requirements then the updates use a set of rules to determine the Red
Amber Green (RAG) status detailed below, and take into account the Cautions/Conditions and Disposals/
Multiple FTP Sanction fields

Red Status — The nurse/midwife may or may not have fitness to practise considerations but is not eligible
to practise in one or more of their Registration Sub Parts. Users should refer to the NMC website for further
information.

Amber Status — The nurse/midwife has fithess to practise considerations on one or more Registration Sub
Parts but is still eligible to practise. The Naotification will also be amber where the nurse has Conditions or
Cautions or Disposals associated with their overall NMC Registration. Users should refer to the NMC
Website for information regarding the registration status.

Green Status — The nurse/midwife has no fitness to practise considerations and is eligible to practise in all
of their registration parts

Where a match is found in ESR for the NMC Registration Number, DOB and first or last name then the
automatic update will be applied. Where a match cannot be found on this basis, then a Decision
Notification will be sent to the user(s) in the Role. This is not colour coded. This notification is for a single
record only and requires the user to review the change and either Accept it or Reject it. If the change is
accepted then the employee record is updated as described in the notification.

Example of the Decision Notification.

Professional Bodies - Decision Required

To Leese, Vivian Rejel
Sent 14-Oct-201702:02:12

ID 405847025

Professional Body Interface
This record was sent by the Nursing and Midwifery Council. The person listed has the same Professional Registration Number as the update record but the name or date of birth does not match.

ESR Person Details

Last Name, First Name | Date of Birth | Professional Registration Number | Employee Number | Applicant Number
Neela, Joshi 20-NOV-1997 | 20A177E 12398754 8888873 504 Ward 10 |ESR Hospitals

Interface Update Record

Last First Second | Third Fourth | Fifth Sixth Sewenth | Eighth
Name, Professional First Revalidation/NMC | Partof |Partof |Partof |Partof |Partof |Partof |Partof |Partof |First Second Third Fourth Fifth
First |Dateof Registration | Expiry Registered | CPD Prep. Exp the the the the the the the the Recorded Recorded Recorded Recorded Reco
MName |Birth Number Date Date Date Register | Register | Register | Register | Register | Register | Register | Register | Qualification | Qualification | Qualification | Qualification | Qual
Neela, [20- 17EL770E [30- 30-SEP-2020 Sub-Pert F
Jashi  (NOV-1998 SEP-2018 1RNA

(Adult)

Can you review these details and decide whether this update is appropriate for this person. If it is not appropriate then there may be a data issue with the professional registration number held in ESR for this person. This st
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5.27.2. Revalidation Expiry

These will be sent at minus 12 months; minus 6 months; minus 4 months and a short notice notification and
will be triggered from the Revalidation Date on the person’s professional registration record.

Example notifications:

4 Months

Worklist >

NMC Revalidation Expiry Reminder - 4 Months

€ information
This notification does not require aresponse.

To CR35054, Test03
Sent 31-Jan-2017 12-44-40
ID 310681646

The following employees are due 1o renew their NMC Revalidation in 4 Months

LastName  FirstName Title NMCPIN i isati i i i iptic Location
Roxby Aenas Mrs. 74C7182G 31-MAY-2017 444 Organisation 768320 91597148 12078744 Position 7780689 444 Location 242320
Ali-Maulidi Lehana Miss 9656924W 31-MAY-2017 444 Organisation 771608 92761545 15364251 Pasition 7977963 444 Location 242320
jcrasosa| es102) 2 19251208}
Bradt Adilyn Mrs. S0T9962C  31-MAY-2017 444 Organisation 239521 90819385 1906953 Position 7908290 444 Location 242244
Orugun Remica Ms. 37D8427P 31-MAY-2017 444 Organisation 326287 90820772 4734170 Position 7628357 444 Location 241965
Rowe-Murray  Ikeade Mrs. B4BZ741N 31-MAY-2017 444 Organisation 326514 91592847 2744415 Pasition 1903109 444 Location 241584
Kumara Sianna Mrs. 47Y6847D 31-MAY-2017 444 Organisation 326733 90820330 2745983 Position 7827713 444 Location 242265
Cardnell Anataliz Mrs. 41539281 31-MAY-2017 444 Organisation 326752 96814182-2 2745917 Position 7843440 444 Location 241965
LONGALONG  LibinMohamed Miss 29W5S776M 31-MAY-2017 444 Organisation 326761 121704632 2746354 Position 7936526 444 Location 641964
Darfield Siandra Mrs. 91G191IN 31-MAY-2017 444 Organisation 472156 90819668 6743565 Pasition 7600802 444 Location 641964
Sings! Dayanthi Mrs. S6VS723T 31-MAY-2017 444 Organisation 472156 90817402 5928843 Position 7628569 444 Location 641964
Lopes Muctiaceia Tanuj Kumar  Mr. 48F2891C 31-MAY-2017 444 Organisation 800637 99599964 13916927 Position 7830450 444 Location 241965
Katsimigkou  Amanullan  Mr. 38¥2958N 31-MAY-2017 444 Organisation 824692 98282735-2 19506628 Position 8132825 444 Location 297223
Lynskey-Phillips Searet Ms. 77L46360 31-MAY-2017 444 Organisstion 24692 13177240 19506628 Position 8132825 444 Location 241855
WAKELY Amanullah M. §552014M 31-MAY-2017 444 Organisation 827257 $1592141 15217143 Pasition 7339076 444 Location 241941

‘The NMC states that they must make their application for revalidstion by the due dste which is the 151 of the menth in which the revalidation expires.

The individual employees and relevant managers have slsa been notified.

Short Notice

Worklist >

NMC Revalidation Expiry Reminder - Short Notice

@ information
This notification does not require a response.

To CR35054, Test03
Sent 31-Jan-2017 12:44:42
ID 310681660

The NMC Revalidation Date far the following emplayees is now du for renzwal in less than 4 monthe.
This short notice notification is being sent for one of the followingreasons:

e i ‘their NMC Revalidation Date ic less than & from their lstest hire date.
s due for renewal in less than 4 monthe.

1. They have ith
2. Thelr NMC Revalidation Date has been updated an

d

LastName FirstName Ticle NMC PIN isati i it i it Location G i i i
cr34985  Test36 12A34568 444 Organisation 567650 26348991 19261408 Position 7982150 444 Location 241965 28-MAY-2017 27-MAY-2017

The NMC states that they must make their application for revalidation by the dus date which is the 15t of the month in which the revalidation expires.

The individus| employees and relevant managers have also been notified.

Return to Worklist
[ Display next notification after my response
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5.28.

Occ HEALTH ABSENCE REFERRAL

A notification will be sent to the Occ Health Absence Referral Role which is triggered on completion of the
Occupational Health Referral Date which is held in the Additional Absence Details DFF

Type Sickness

Sickness Reason 511 Back F'rnl:)lermﬂ(E

Date
Absence Start  19-APR-2017

Sickness Start  19-APR-2017
PIVW Start

Time

Notified 10-MAY-2017

Balance Information
Associated Element Absence I
Running Total 0

In Current Year 0

Accruals

Evidence Statutory Payments

Category Sickness

Occurrence

Hours Lost

Sessions Lost

Working Days Lost

AfC First Period Hours Override
AfC Last Period Hours Override
Work Related

Third Party

Disability Related

Wiolence and Aggression Related
Motifiable Disease

Return to Work Discussion Date

I3

Occupational Health Referral Date

10-MAY-2017

HR. Intervention
HR Intervention Date
HR Manager

Final Intariaw Nata

1

’’’’’’’’’’’’’’’’’’’’’’’’’’’ | »

QK | Qancel)l Clearjl He\pjl

This is an example of the Notification sent to Occ Health Absence Referral role holders at absence start
date +28 days where no absence end date is recorded. There are additional notifications sent to the
employee’s supervisor, and these are covered in the Absence Trigger Points section of this document.

Worklist >

Absence End Date Has Not Been Entered for Joshi, Mrs. Neela

O Information
This notification does not require a response
=3

To 504 0OccHealth Referral 2107171027138
Sent 21-Jul-2017 10:27-00
ID 347480

Joshi, Mrs. Neels hi

areferrsl to O

Helth he

m work for 28 days.

Supervisor:Leese, Mrs. Vivian

Return to Worklist

Workflow Notification Guide

Sickness
Sickness
511Back Problems
511001 Bacl

he/pain

12-JUN-2017
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5.29. PAYROLL SUPER ADMIN

Holders of the Payroll Super Admin role will receive multiple notifications based on different business event
triggers. Notifications for Time and Attendance and Pensions interface files that have been received are
incorporated in to this role. A generic email notification may also be produced if required.

Rostering and electronic expenses systems produce interfaces of data to be loaded into ESR, a workflow
notification will be produced to notify when the file is available.

Where errors cause data records to remain unprocessed from the NHS Pensions Interface, a notification
will be generated automatically for the associated Employing Authority. Each notification will be sent to the
relevant payroll users. Only one notification will be sent per Employing Authority per file per notification
type.

Where errors cause data records to remain unprocessed from the NHS Pensions Interface, a notification
will be generated automatically for the associated Employing Authority. Each notification will be sent to the
relevant payroll users. Only one natification will be sent per Employing Authority per file per notification

type.

In order to enable notifications, each Employing Authority must enter the appropriate EA Code against all
payrolls. If this is not done all notifications will be sent to a default email address.

The workflow notification will be sent to the members of the ‘Payroll Super Admin’ role and will expire after
30 days. The email notification will be sent to an external email address associated to the user defined by
the NHS_WORKFLOW_EMAILS lookup.

Notification Rules

If there are no persons registered in the workflow role ‘Payroll Super Admin’ and there is no external email
address defined by the NHS_ WORKFLOW_EMAILS lookup, then the notification will be sent to a
predefined system wide default email address managed by the NHS Central Team.

Notifications will be sent according to the rules detailed in the table below.

Person(s) in Workflow Group* External Email Address Set** Send Notification To

No No Default Email Address

No Yes External Email Address

Yes No Workflow

Yes Yes Workflow & External Email Address

*Yes if one or more persons are registered in the workflow role ‘Payroll Super Admin’
**Yes if External Email Address is not null

5.29.1. Online Payroll Exceptions Management Notifications

Workflow notifications will be produced when any of the processes to generate the exceptions for the
Online Payroll Exceptions Management facility are run.

Workflow notifications are produced for various users and may result in some users receiving multiple
notifications. All exceptions are classified by Type (PER, PAY or PEN) based upon the URL access
required to resolve them. The following notifications are sent:

i. A notification will be issued to the Exceptions Manager informing him/her that there are exceptions
to be reviewed

ii. A second notification will be issued to all team members informing them that there are exceptions
in the generic Team queue for their team to handle (teams are identified as PER, PAY or PEN based upon
the URP’s the user has). A user can be in more than one team if they have multiple Payroll, HR and
Pension URP’s.

iii. A third notification will be issued to a specific user id where the exception process has allocated
any exceptions to their individual queue directly. In this case the user will not receive the generic notification
sent to the Team
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5.30. (PERSON) DIARY REMINDER

This facility allows notes and actions to be recorded against person and assignment records in the
professional forms, with the ability to enter due dates, review dates and dates of completion.

Events will be naotified to the Person Reminder or Assignment Reminder roles based on the Item Type
selected for the Diary Reminder entry as follows:

= Personal (Person Reminder)

= Absence (Assignment Reminder)

= Assignment (Assignment Reminder)
= Payroll (Assignment Reminder)

An overnight summary notification will be produced for the appropriate role listing all events where either of
the following is true:

= Review Date is today
= Date Due is 30 days from today

An example of the notification is shown here:

Worklist =

Diary Reminder for 18-JUL-2017

© Information

This notification does not require a response

m Request Information

To 504 Diary Reminder 18071714151
Sent 01-Jul-2017 14:15:01
ID 347290

This is a Diary Reminder summary for 01-JUL-2017

Last First. Employee Applicant Assignment Date
Name Name Title|Number Number Number Date Due Review Date

Joshi Neels Mrs. 20095060 Assignment Pending 17- Check element entries to ensure that correct non-recurring payments have been
JUL-2017 JUL 2017  stopped

Return to Worklist
[} Display next notification after my response
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5.31. PROPERTY REGISTER

During the SSHR termination process if the employee being terminated has any property assigned to them
(i.e. in the property register) this will be displayed to the person performing this function. Additionally the
following people will also be notified that there is property assigned to the person being terminated:

1. The manager to receive a notification one week (7 Days) before the termination date/last working
day and again on the actual termination date/last working day.

2. Holders of the “Property Register” role will receive a “Leavers with Property” notification one week
before the employees leave. The notification will contain details of the employee e.g. where they
work, email address etc. and also their manager, and their email address as well as details of the
property they have. The FYI notification will remain open in each role holders worklist until closed
i.e. not as first responder wins

An example of the notification is shown here:

Worklist =

BradleyQ5, Mr. Derek (20101327) has been terminated and has property assigned to them

€ Information

This notification does not require aresponse.

From SYSADMIN

To LeeseDS, Vivian

Sent O7-Apr-2017 15:11:36
D 324031

Surmemary:
Bradley0S, Mr. Derck (20101327) has been terminated snd has property sssigned to them

Supervisor Details:
HName:

Employes Number:
Email Address

Person Detsils:
Last Day of Working 04-APR-2017
Employes Emeil

Assignment Details:
Assignment Number:
Organisation:
Locstion:

Detsils:
{Where the tsble below has no rows then all items heve already been scrioned)

Reguest Information
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5.32. RECRUITMENT — NON DEANERY APP

The Deanery Recruitment Interface enables an organisation to send applications to ESR from non-
Deanery applicants for the purpose of creating an applicant record in ESR.

A non-Deanery applicant record will be identified as one where the Deanery Post Number data item is null.

Where these applicants are created a notification will be sent to the role holder with details relating to both
successful and/or failed records.

This notification is similar to the Deanery Interface notifications sent to the Medical Staffing Officer Role.

Notification Details - FAIL

Title: Non Deanery Applicant Notification

To: <name of the role holder>
Sent: <date>
ID: < relevant ID number>

Body of notification:
The Notification requires user action.

The following non Deanery applications have failed to load as part of the Deanery Recruitment Interface.
Please check the details entered onto the recruitment system used for these applications are complete to
enable the data to be resent or enter the details manually.

Vacancy Ref Number
Position Number
Applicant Name

Message Type <ERROR>
Message <error details>

Notification Details = SUCCESSFUL

The following new non Deanery applications were successfully created by the Deanery Recruitment
Interface.

Vacancy Ref Number
Position Number
Applicant Name
Applicant Number
Message Type < >
Message < >
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5.33. SSHR PAYROLL APPROVALS

The URP Manager Self Service (Payroll Approvals Required) allows for a further approval or acceptance of
a change of information to be required. This URP gives a manager the same screens as available to the no
payroll approvals required URP, but, when changes are made to certain assignment related information a
notification is sent to those people assigned to the SSHR Payroll Approvals Role.

Information which requires “Approval” before it is accepted into the solution is as follows:

= Assignment Information Include Changes to:
o Organisation
o Position

=  Grade

= Hours Changes

= End Employment

All other changes available on this URP will be made straight to the ESR database on submitting the
change.

Setting up approval roles
Using Locals HRMS Systems and User Administration URP’s navigate to the Maintain Roles menu option
and select the SSHR payroll Approvals Role and enter all the users who should receive this notification.

O Waintain Roles

Fole Name Fole Type Further Information Enahbled —
Deccupational Health Admin HR Manager v o
FPayrall Super Adrnin HF Manager 4

l SSHR Payraoll Approvals HR hanager v
STC Learning Adrministrator | [HR Manager 4
Stat & Mand Competencies ['HR Manager '3 -

Users l Fasitions Templates Extra Information
Person Lser Default Role  Benefit Role  Enabled
lLeeseEﬂ, Mrs. Wivian SO4TRAIMOT [ [] [w =

] [ e T A R — — —

The people entered here will the receive notifications from managers with the Approvals Required Self
Service URP for them to Approve, Reject or return.
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Manager Self Service with Approvals
On selecting this URP the manager will see the following screen:

5045JACKSON21
Oracle Applications Home Page
& TIP You have 1 open notifications in your Worklist. Please use the Workflow Worklist to view and respond to your notifications.
Navigator Favorites
3 504 Employee Self Service Manager
3 504 Manager Self Service (Payroll Approvals . .
Reguired Notifications You have not selected any favorites Please use the
All Actions Awaiting Your Attention "Personalize" button to set up your favorites.
My Team

Talent Profile

My Team Personal Information
Personal Information
Contacts

Absence Calendar

Absence

Property Register

My Team Career Information
Learning

Appraisals and Reviews
Compliance and Competency
Qualifications
Registrations and Memberships
Suitability Matching

My Team Assignment Information
Employment Information %
Assignment
Hours

Supervisor

Additional Supervisor
El 1 nrstinn

The procedures which will require approval are highlighted in the menu structure as (Approval Required)

The following example shows the change of hours being processed. The notifications process is much the
same for all the different assignment related changes.

On selecting the Hours (Approvals Required) menu option and selecting the appropriate person from the
hierarchy the following screen is displayed:

Hours (Approval Required): Effective Date Options

© Information

1. Please enter an Effective Date on or after 01-Jul-2014.
2. No previous approved Pay Proposal exists for this person. This assignment is not eligible for the salary element.

Effective Date 05-Apr-2017

Employee Name Nelson05, Mr_Art Organisation 504 Ward 10
Employee Number 20095188 Organization Email Address
Job  Nursing and Midwifery Supervisor Leese05, Mrs.Vivian

Registered|Staff Nurse
Enter the date on which the changes should take effect, and press the Continue button.

@ |april |2017 @

® Changes should take effect on the effective date as enterad below. 26 27 28 29 30 31 A

Effective Date IOS-Apr-QOl? ﬁ 2 3 4 5 6 7 8

? 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 1 2 3 4 5 6

O Cha nges should take effect as soon as final approval is made

The appropriate effective date is set or the manager can select the change to effective as soon as final
approval is made. It is recommended that the user enters the correct date to apply the change from; this
will ensure the assignment change is effective from that date.
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The Manager can then enter the new hours to be worked.

Hours (Approval Required): Work Schedule

Effective Date 19-Oct-2017

Employee Name Wright, Ms_Dierdre Organisation 504 Ward 7
Employee Number 20055635 Organization Email Address
Job Additional Clinical Services|Health Care Supervisor Jimenes, Miss Monica
Support Worker
Work Hours 225
Frequency |Week

Normal Start Time

Use 24-hour clock, e.g 0900

Normal End Time

On clicking next the review form is displayed. This can then be submitted for approval:

Hours (Approval Required): Review

Effective Date 19-Oct-2017 Printable Page

Employee Name Wright, Ms. Dierdre Organisation 504 Ward7
Employee Number 20055635 Organization Email Address
Job Additional Clinical Services|Health Care Supervisor Jimenes, Miss Monica
Support Worker

Review your changes and, if needed, attach supporting documents.
@ Indicates Changed ltems.

Work Schedule

=S
I S . .. o

e A e QR e

I OV R i

Additional Information

Attachments

To help approvers understand the request, you can attach supporting documents, images, or links to this action.
-

Approvers

T N T

> SSHR Payroll Approvals
o
Show

> Add Adhoc Approver

Comments to Approver

Agreed change of hours

Once submitted the manager is notified that the changes have gone for approval:

Confirmation

Yourch have b bmitted for

Home
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The users identified in the maintain roles form under SSHR Payroll Approvals receive the following
Notification:

Worklist
View

-

Select All | Select None

SSHR Payroll NHS Change Hours Process for Wright, Dierdre (proposed by Jimenes, Monica) AlpHOEE
Approvals 2017

The approver can then opt to Approve, Reject, or Request Further Information about the notification.
Alternatively if there is a problem then the role holder can Return for Correction. The manager who initiated
the change will receive a notification informing them of the action taken.

NHS Change Hours Process for Wright, Dierdre (proposed by Jimenes, Monica)

© Information
SSHR Payroll Approvals has delegated the notification with comment:

From SSHR Payroll Approvals Attachments
To SSHR Payroll Approvals 650
Sent 19-Oct-2017 13:27-58

ID 347595

Summary
Effective Date 19-Oct-2017

Employee Name Wright, Ms_Dierdre Organisation 504 Ward 7

Employee Number 20055635 Organization Email Address
Job  Additional Clinical Services|Health Care Supervisor Jimenes, Miss Monica
Support Worker
@ Indicstes Changed ltems
Work Schedule
S - R
| workou 250
e ek
Absence Accrual Start Date (RN %S 01-Apr-2004

Maximum Part Time [{G] No

 eotionend ;

Action History

e S S

1 19-0ct-2017 13:27:56 Submit Jimenes, Monica SSHR Payroll Approvals Agreed change of hours
2 19-Oct-2017 13:27:58 Delegate SSHR Payroll Approvals SSHR Payroll Approvals 650

Related Applications

D Return For Correction
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5.34. STC LEARNING ADMINISTRATOR

Requesting enrolment in a shared class will initiate a workflow as follows:

If initiated from an employee the notification will go to the employee’s manager for approval. The manager
can then either reject or approve the request. If rejected a notification goes back to the employee. If
approved a natification will go back to the employee. A notification will also be sent to the manager and
employee informing them that the request has been sent to the course administrator for final approval.

Worklist >

XX NHS Enrollin Learning Approval Forwarded For Final Approval

O information

This notification does not require a response.

@ Request Information

From Leese03, Vivian
To Leese03, Vivian
Sent 18-Jul-2017 11:41:20
ID 347274
Dear Leese03, Vivian,

The following request has been forwarded to the course administrator for final approval.
The current enrolment status is: Requested.
Please keep a copy of this information for your reference.

Delegate : Joshi, Neela

Class Mame : 502 People Management Class 20-July-2017
Enreliment Number : 12125

Start Date: 20-JUL-2017

Start Time : 09:30

End Date: 21-JUL-2017

Delivery Mode : Instructor-Led

Location: 502 ESR Hospital

Request Information

Return to Worklist
[ Display next notification after my response

A separate notification will go to the Learning Administrator role holder in the Shared Training Provider.

Worklist >
XX NHS Enroll in Learning Approval : Joshi, Neela
I I I T T Ty

To STC Admin Notification 60
Sent 18-Jul-2017 11:41:20
ID 347275
Dear Course Administrator
Please action this enrolment:
Joshi, Neela onto 502 Pecple Management, 30336 (20-JUL-2017 10 21-JUL-2017).

Approval Comments:

Requestor: Joshi, Neela

Requestor's Supervisor: Lees=03, Vivian

Action History
1 18-JUL-2017 11-41:20 Submit Leese03, Vivian STC Admin Motification 60

Return to Worklist
[C] Display next notification after my response

The status of the learner on the course will be Requested but the Learning Administrator can now change
this status to Confirmed, Waitlisted etc. as appropriate. Each change to the status will result in a notification
being sent to both the learner and their manager to inform them of the change of status.

If initiated from Manager Self Service then the manager approval is not required. The notification will go
straight to the Learning Administrator in the Shared Training Provider. The employee will also be notified
that the request has been sent. From this point on it will behave the same as if it was initiated by the
employee themselves.

On completion of the course any national competencies associated with the class will be updated on the
learner’s record in their home organisation and notifications will be sent to the employee and their manager.
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Similarly training history will be updated in the users home organisation and notifications sent to the
employee and their manager.
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5.35. SUPERVISOR HIERARCHY NOTIFICATION

O Maintain Rol

~ Fole Name Rale Type Further Infarmation Enabled
‘STC Learning Adrministrator |HR htanager | v =

. ‘Stat & Mand Competencies P|HR hlanager | v

l ' |HR Manager | [

U Trrmimation Matification =V P | "]

Users with this role will receive a notification each time that a Supervisor’s assignment in their Employment
Authority (EA) is changed to one of the following statuses:

= Acting Up = Out on External Secondment — Unpaid
= Career Break = Suspend Assignment

= Inactive Not Worked = Suspend No Pay

» Internal Secondment = Suspend With Pay

= Maternity & Adoption = Terminate Process Assignment

= Quton External Secondment — Paid = Terminate Assignment

Notification received by role holder.

Worklist
View

s [N

Select All | Select None

[ |Status of Supervisor Assignment 20055532 for Ms. Dierdre Wright11 has been Changed to Suspend With Pay on 10-MAY-2017 10-May-2017 XX Supervisor Role

& TIP Vacation Rules - Redirect or auto-respond to notifications.
@ TIPWorklist Access - Specify which users can view and act upon your notifications.

The notification lists details of all assignments that report directly into the Supervisor’s assignment being
changed.

Waorklist =

Status of Supervisor Assignment 20055532 for Ms. Dierdre Wright11 has been Changed
to Suspend With Pay on 10-MAY-2017

@ Information
This notification does not require a response.

Request Information

To Leesell, Vivian
Sent 10-May-2017 16:08:15

ID 347439
Thy irectly report into the ab visor
|Employee Number | Assi Number [Title [Fi |LastName Organisation|  Position |
20055404 |20055404 [Mrs [Christine  [Meville11 [504Ward 9 [Staff Nurse Band 5 |

Request Information

Return to Worklist
[ Display next notification after my response
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Where an employee is listed as an Additional Supervisor for an assignment then the assignments affected
will be listed in the highlighted section.

Status of Supervisor Assignment 20101343 for Mr. Derek Bradley has been Changed to
Terminate Process Assignment on 18-OCT-2017

O information

This notification does not require a response.

m Request Information

To Leese21,Vivian
Sent 18-Oct-2017 15:08:06
ID 347512

The following assignments directly report into the above supervisor assignment-

Employee Number  Assignment Number | Title First Name Last Name | Organisation  Position

The above supervisor assignment was listed as an additional supervisor for the following assignments:

Employee Nurnber | Assij Title | Fi Last Name | On IS Position
20055614 20055614 Mrs. | Christine  |Neville 504Ward 9 | Staff Nurse Band 5

m Request Information

Return to Worklist
[ Display next notification after my response

5.36. TERMINATION NOTIFICATION

The recipients of this notification are notified of the relevant terminations that are due in their organisation

within a 14 day period. Terminations are identified as employees with either a Projected or Actual
Termination Date within 14 days of the current date.

= —lolx
Length of Senice
This Senvice Total Senice
Date Start 02-0CT-2002 Years Months Years Maonths
Leaving Reason |Voluntary Resignation - Better Reward Pack 14 6 14 6
Termination Dates
Notified [19-APR-2017 Projected Actual 30-APR-2017
Last Standard Process |30-APR-2017 Final Process
Person Type and Assignment Status for Terminated Employee
Type Ex-Employes Status |Terminate Process
Termination Accepted By
Date MName Mumber [ 128~ ]
Terminate Reverse Termination J

The Termination Notification works in 2 different ways.
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1. A Termination notification is sent to all system users who have been identified in the Maintain Roles
area of the system administration URP’s.

The following screenshot demonstrates an example Termination Notification

Worklist
View Qpen Notifications .

—

Select All | Select None

[0 Termination Notification 19-Apr-2017

18-Jul-2017 XX Termination Notification Workflow

Worklist >
Termination Notification

F—
To 3286972

Sent  08-Jun-2020 14-39-25
Due 06-Sep-2020 14:39-25
ID 788438491

The following employees have a termination record within 14 days. You are required to look at the details of each individual, and perform the appropriate actions for each individual.

) Actual ) i ) i

Organization | Position tion Job Grade Employee Last First |l rermination Projected Work Email Supervisor | Supervisor Email
Local Number Name Name Date Termination Date Address Name Addres:
444 Organisalion |Position |61 QHT Uvzsrep |Additional Clinical NHSIXRO5IReview Body || ,q
03045 i P emea poeitant Peycoiogist |Bond 5 28615989 NewAppOne | NewAppOne |Mr. | 10-JUN-2020 09-JUN-2020 NewAppOne@nhs.net
- 61 NNK Yg [Allied Health
gg;zg?a"“a"““ ;‘g;g‘;;‘s Damocelj Professionals| Occupational ng\)éNog\gan Review | 50615089 NewAppOne | NewAppOne |[Mr. [ 10-Jun-2020 08-JUN-2020 NewAppOne@nhs net xf"e"‘"’ Mrs test01@nhs net
Dmjbwyvd Therapist ody Ban na
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5.37. REVERSE TERMINATION NOTIFICATION

This workflow notification will advise users assigned to the Termination Notification role (described
previously) when a termination has been reversed. It will also notify any users assigned to the role selected
and held in the Termination Notification against the Person EIT.

Having reversed a termination the Termination Notification Date Sent field, which is held on the Additional
Periods of Service Details descriptive flexfield, should be removed, this can be done using XXX HR
Administration:

N > Enter & Maintain > Others > End Employment

This is done as part of the standard reverse termination process and the user will have to re-query the
record to ensure that this has happened.

Recipients of the notification are identified by role:
= Users assigned to the role of Termination Notification

= Users assigned to the Termination Natification roles identified within Termination Naotification which is
held as a Person EIT for the leaver

Worklist
View IOpen Notifications .

e, [

Select All | Select None

Due - Fn
Select|Subject Sent Level Type

O Reverse Termination for Ms. Dierdre Wright11 11-May- XX Reverse Termination
2017 Notification

The following screenshot demonstrates an example Reverse Termination Notification:

Worklist >

Reverse Termination for Ms, Dierdre Wright11

O Information

This notification does not require a response.

m Request Information

To Leesell, Vivian

Sent 11-May-2017 12:08:14
ID 347482

HX XREVTRM_NOTIFICATION_MSG

Employee Name: | Ms. Dierdre Wright11
Employee Number: | 20055532

‘Organisation: 504 Werd 7

Position: Heslth Care Asst Band 1
Location: ESR Haospital

Grade: NHS|XR01|Review Body Band 1

m Request Information

Return to Worklist
[ Display next notification after my response
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6. SYSTEM GENERATED NOTIFICATIONS

These are notifications that are generated by ESR in response to data being entered into certain fields, and
do not necessarily require a role holder. For example where the Exit Questionnaire Required field is set to
Yes in the employee’s additional assignment details form, they will receive a notification and the exit
questionnaire form to complete. Other examples of this type of notification include:

6.1. CAPABILITY REVIEW NOTIFICATION

The Capability Review Notification is sent on a nightly basis when the relevant Workflow Background
process runs as part of the Nightly Request Set.

Worklist
View | Open Notifications j

Select All | Select None

[F] Capability Review Notification: Neela Joshi (ABC123456) 21-Jul-2017 Capability Review Dates

It sends a natification to the Line Manager and HR Contact, who are entered on the ‘Capability No UHR’
EIT, 18 and 10 days before the Review Date.

Worklist >

Capability Review Notification: Neela Joshi (ABC123456)

6 Information
This notification does not require a response

[ | [
To Leese, Vivian

Sent 21-Jul-2017 10:13:48
ID 347447

The following Employee s due  review for a capability type of Unsatisfactory Work Performance on 31-JUL-2017. Please take any necessary sctions.

Employee: Neela Joshi

EmployesNumber: 20095060

Case Reference Number: ABC123456

Stage orLevel: Final

Position L 84608 - Stsff Nurse Band 6

Position 2

Position 3:

Return to Worklist
[ Display next notification after my response

Workflow Notification Guide Page 112 of 158



6.2. EXIT QUESTIONNAIRE NOTIFICATION

When an employee has either an assignment terminated or is made a leaver by terminating the person
record using the End Employment forms, the Exit Questionnaire workflow natification can be initiated.

If the Trust level setting, ‘Exit Questionnaire Required’, is set to 'Yes' then an exit questionnaire will be sent
to all leavers unless overridden at assignment level.

This workflow notification will notify relevant employees who have a termination date entered against their
record at person or assignment level that they are required to complete an Exit Questionnaire.

The following screenshot demonstrates an example Exit Questionnaire Notification:

Exit Questionnaire for: Mr. Richard Perkins

To Perkins, Richard

Sent 02-Sep-202114:12-45

Due  01-Dec202114:12:44
D 151646

No Response Received
No Response Received
Mo Response Received
rk Mo Response Received

Iwzs often/shways enthusi
Time often/always passed quickly when I was working  No Response Received

Does your organisation take pasitive sction on hesith and well-being? Mo Response Received

7 NoResponse Recelved
Received

Does your organisation act fairly with regard t

MoResponse Recsived v

Does your organisation pravid

felt my contribution MoResponse Recelved v

Voluntary Resignation - Other/Not Know v

Is there anything that would have made you stay
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6.3. LEARNER NOTIFICATIONS

There are a number of notifications which are generated automatically when the user performs certain
tasks, for example when a learner completes a learning path their status on that path is updated
automatically and a system generated notification is sent to the user advising of this:

Completed Learning Path

Worklist =

Learning Path successfully completed.

© Information
This notification does not require a response

m Request Information

From SYSADMIN
To Leese, Vivian
Sent 18-Jul-2017 13:33:44
ID 347282
Dear Leese, Mrs. Vivian:
You have successfully completed the learning path detailed below. It will remain on your home page until you click Move to History.
Learning Path 504 Cannulation
Completion Date  13-Jul-2017

This notification requires no action.

m Request Information

Return to Worklist
[C] Display next notification after my response

Other examples of system generated natifications within OLM include:

Enrolment on a Class set to ‘Self Enrol’

Worklist >

You have successfully enrolled in the class.

© Information

This notification does not require a response.

m Request Information

From Leese, Vivian
To Leese, Vivian
Sent 18-Jul-2017 12-02-02
ID 347278

You have successfully enrolled in the class below.
Class Name: 504 YH - Clinical Skills Online - Venepuncture Training
30338
Enrollment No: 12128
Delivery Mode: Online e-Learning
Expiration Date-
Your Enrollment Status is: Completed

Please keep a copy of this information for your reference

m Request Information

Return to Worklist
[ Display next notification after my response
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Rescheduled Classes

Worklist >

Class is rescheduled

 Information

This notification does not require a response.

From SYSADMIN
To Joshi, Neela

Sent 20-Jul-2017 14:45:09

ID 347433

The fellowing class has been rescheduled. You are still enrolled in this class.

Course Name:

Delivery Mode:
Language

Class Name:
Start Date:
End Date:

Start Time:
End Time:

Time Zone:

Enrollment Number:

Cost:

Location:

Return to Worklist

504 Performance Management
Instructor-Led

English

504 Performance Management - 22/07/2017
22-Jul-2017

22-Jul-2017

1000

11:00

GMT

12152

Pound Sterling

Display next notification after my response

Waitlisted Enrolment

Worklist >

You have been placed on the Waiting List for a class.

€ Information
This notification does not require a response.

From Leese, Vivian
To Joshi, Neela
Sent 18-Jul-2017 14:58:44
ID 347299

Leese, Vivi
further notification confirming your enrcliment.

Delegate: Jashi, Neela

Class Name: 504 Performance Management - 20/07/2017
Enrollment Number: 12133

Start Date: 20-JUL-2017

Start Time: 00-00

End Date: 20-JUL-2017

Delivery Mode: Instructor-Led

Location:

Enrollment Status:  Waitlisted

Please keep a copy of this information for your reference.

has approved your request for enroliment in the class below. You have been placed on the waiting list for this class. Important: this does not confirm your place on this class. You should not attend unless you receive a

The following classes for the same course currently have places available

504 Performance Management - 21/07/2017
504 Performance Management - 22-07-2017

Return to Worllist
[ Display next notification after my response

10-00 11:00

“ Request Information
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Class Full/Waitlisting Deactivated

Worklist >

Class 504 Performance Management - 20/07/2017 is Full

O information

This notification does not reguire a response.

Request Information

From Leese, Vivian
To Joshi, Neela
Sent 18-Jul-2017 15:13:56
ID 347308

You have attempted toenrol a learner on a class which is full. Please find en alternative class.

Delegote: Joshi, Neela

Class Name: 504 Performance Management - 20/07/2017
Enroliment Number: 12136

Start Date: 20-JUL-2017

Start Time- 00-00

End Date: 20-JUL-2017

Delivery Mode: Instructor-Led

Lacation:

Enrollment Status: Requested

Please keep a copy of this informstion for your reference.

The following classes for the same course currently have places available
e

504 Performance Management - 21/07/2017 21-JUL-2017 10-00 11:00

504 Performance Management - 22-07-2017 22-AUG-2017
m Request Information

Return to Worklist
[ Display next notification after my response

Subscription on a Certification

Worklist =

You have successfully subscribed to the certification.

© Information

This notification does not require a response.

From Joshi, Neela
To Joshi, Neela
Sent 18-Jul-2017 14-56:47
ID 347296

Your subscription into the certification 504 Infection Control with initial completion date 19-Jul-2017 has been confirmed. The certification contains the following components:
i ion Members

000 Infection Prevention and Control eAssessment - Level 1 Course

Request Information

Return to Worklist
Display next notification after my response

Employee Learning Certification Reminder...

Worklist

View [OpenNotifications |

Sent
SYSADMIN A certification needs completion. 19-Jul-2017
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A certification needs completion.

O information

This notification does not require a response.

[ | Ression | roowesinfrnasn

From SYSADMIN
To Joshi, Neela
Sent 19-Jul-2017 16-45:20
1D 347377

Certification Details

You must complete the certification 504 Infection Control, within 1 days by 20-JUL-2017. To achieve certification, you must complete all the following certification components:

000 Infection Prevention and Control eAssessment - Level 1 Course Planned

Return to Worklist
Display next notification after my response

Employee Learning Certification Available for Renewal...

Worklist

View | Open Notifications :

Sont
SYSADMIN A certification is available for renewal

19-Jul-2017

A certification is available for renewal.

© Information
This notification does not require a response.

[ "o [ Ression | rocuestmormaion

From SYSADMIN
To Joshi, Neela
Sent 19-Jul-2017 16:45:20
ID 347377

Certification Details

You can now renew the certification 504 Infection Control, which (upon completion) will be valid for 1 days. To complete the certification, you may need to individually re-enroll in all the following certification components:

000 Infection Prevention and Control eAssessment - Level 1 Course Planned

Return to Worklist

Learning Administrators can send notifications to delegates on a class. The delegate must have an active
ESR user account, and their name associated with this to receive the notification.

The administrator can decide who the notification should be sent to, along with the subject and the
message.

The selected delegates will then all receive the natification.

Catalog > Catalog Search > 504 Performance Management: Course > Offerings > Classes >

Cancel

Course Name 504 Performance Management Class Name 504 Performance Management - 21/07/2017
Select Recipients Mail Addresses

Select All | Select None

[ Joshi, Mrs. Nezla Confirmed

[ |Nelson, Mr. Art Confirmed

O |Bradley, Mr. Derek Confirmed
Notification Text

Subject| Preparation for course

Please ensure that you have read the provided material before the class|

Message

You can copy these mail IDs to your mail program if you want to contact learners by mail

Cancel
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7. EMPLOYEE AND MANAGER NOTIFICATIONS

7.1. PAY PROGRESSION NOTIFICATIONS

A notification will be sent to employees, 4 months and 1 month before a pay affecting incremental date.

0 Information
This notification does not require a response.

Notification of an upcoming pay step progression point - Pay Affecting
o]

To MKEmpA, John
Sent 19-Feb-2019 14-49-47
ID 109127
This notification is to remind you of an upcoming pay step progression point. Please ensure all

appropriate activity in relation o the local policies and procedures on pay progression have been
completed

Pay Step Date: 21-JUN-2019

Pay
Review Type PEriod Period Appraisal "e"itm Reviewsr __PaV Reduction B LT LD LT D Date of
YP€ giart  End  Date BPtE Progression  (8cand ' o0 Li Ll [H= ] Ll R
Date Reason 1 2 3 4 1
above)

Pay 01- 31- . .
Progression JUL-  DEC- SD:“‘IQAN' SD;‘IQU\; :‘qu E':ﬁ\_’q' Yes
Meeting 2018 2018 i

a Formal
Pay 01- 30- . . L

01-JUL-  D1-JAN- Reduced by  capability o

Progression JAN-  JUN- No . H 01-JAN-2020
Megting 5018 2018 2018 2019 5% E‘r:\E:ssmm

A notification will be sent to managers on a monthly basis, outlining direct reports who have a pay affecting
increment within the next 90 days.

Worklist =

o Information
This notification does not require a response.

Notification of employees with a pay step progression point - Pay Affecting

To MKMgr A Mark
Sent 19-Feb-2019 14:54-48
ID 109128

The following employees have a Pay Step progression point within the next 90 days. Please ensure all
appropriate activity in relation fo the local policies and procedures on pay progression have been completed

Name Assif Email Add Position Name Increment Date Meeting Date Meeting Outcome Next Meeting Date
MK Emp C, Mr. Mark 20000298 MK Test 01 15-MAY-2019  D6-FEB-2019 Yes 01-FEB-2020
MK Emp D, Mr. Fred 20000487 MK Test 01 15-MAY-2019

7.2. ABSENCE TRIGGER POINTS
These notifications aim to improve the management of staff attendance for managers and administrators.

The triggers for these notifications are as follows:
1. Notification to Supervisor at absence end date +7 days where no Return to Work date is recorded.
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Worklist >

Return to Work Discussion Date Needs Completing For Neville, Mrs. Chrsitine

© Information
This notification does not require a response

To Leese, Vivian
Sent 21-Jul-2017 10:26:59
ID 347461

ducted a Return to Work Di ith Neville, Mrs. Chrsitine (20055290) and have recorded the Return to Work Discussion Date.

Value
Sickness
Sickness

511 Back Problems

511001 Back ache/pain

p—

Return to Worklist
[Tl Display next notification after my response

2. Notification to Supervisor at absence start date +8 days where no absence end date is recorded.

Worklist >

Absence End Date Has Not Been Entered for Joshi, Mrs. Neela

@ Information
This notification does not require a response.

"o | Ression | Fouostntormadon

To Leese,Vivian
Sent 21-Jul-2017 10-27-00
ID 347473

Joshi, Mrs. Neela h fromwork for 8 days. y have not returned, if they have, please update the absence record, including the Return to Waork Discussion Date.

Si
Sickness

511 Back Problems

511001 Back ache/pain

12-JUN-2017

Return to Worklist

They are not generated where the person type has been updated to Ex-Employee within 7 days of the
absence end date being entered.
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3. Notification to Supervisor at absence start date +28 days where no absence end date is recorded. (This

will also go to the Occ Health Absence Referral role holders)

Role holder

Worklist =

Absence End Date Has Not Been Entered for Joshi, Mrs. Neela

 Information
This notification does not require a response

To 504 OccHealth Referral 2107171027138
Sent 21-Jul-2017 10-27-00
ID 347480

Joshi, Mrs. Neels h: mwork for 28 days. areferralto O fonsl Heslth h

‘Supervisor: Leese, Mrs. Vivian

5§11 Back Problems

511001 Back ache/pain

12-JUN-2017

[ | Ression | Rewest nernason

Return to Worklist

[ | Ression | Rewest nernason

4. Notification to Supervisor at absence start date +10 months where no absence end date is recorded.

Title: Absence End Date Has Not Been Entered for <Employee Name>

Summary: <Employee Name> (<employee number>) has been absent from work for 10 months please
check to ensure the final sickness review has been arranged within the next 2 months and

the date recorded.

Absence Details: Absence Status
Absence Type
Absence Category
Absence Reason (Level 1 and 2)
Start Date
End Date
Duration
Comments

Workflow Notification Guide

Page 120 of 158



7.3. PERSONAL DETAILS CHANGES

The following example of a personal information change highlights the different responses, Approve, Reject
and Return for information, in detail and the subsequent actions required to continue the process. The
other Self Service notifications shown all have the same responses available.

Personal Information

Personal Information

=3

EmployeeName Sandwell, Mrs_Paula
Employee Number 20094956

Basic Details

View and Update

FullName Sandwell, Mrs. Paula
Mearital Status  Single
Date of Birth  01-Jan-1974
NINumber JC123460A
Employee Number 20094956
Work Email Address

& TIP To view further basic details including e-mail address, gender and nationality, click the View and Update’ button,

Phone Numbers & Personal E-Mail

Home 01902 564897
Mobile 07891234567

Addresses

AddressLine1 75 Church Street
AddressLine2 Edgbaston

Birmingham
County West Midlands
Post Code WW57AT

Country United Kingdom
ype Home

Changes made to the following data items in Employee Self Service are subject to line manager approval:

= Qualifications

= Change of Name

= Management of Registrations and Memberships

= Enrol on Learning (where the course is not set to Self-Enrol)
=  Work Email Address

NOTE: Updates to Marital Status, Ethnic Origin and Country of Birth will be applied instantly providing they
are not updated alongside a change that requires approval i.e. these changes are made in one single
transaction.

If multiple fields are updated and some changes require approval and others do not, then although these
fields: Marital Status, Ethnic Origin and Country of Birth will not be displayed on the approval notification
they will still be subjected to approval. As a result if the notification is not actioned the updates that were
made to these fields will also not be applied.

The Employee user sees a message on the page after submitting a relevant change informing them that
the change has been forwarded to their manager for approval.

Confirmation

Your changes have been submitted for approval

Return to Overview
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Blue circles highlight the changed items.

Personal Information: Review

Employee Name  Sandwell, Mrs. Paula
Employes Number 20094956
Review your changes and, if nesded, attach supporting documents.

Basic Details

Employee N 1§ 20094956
AT

Date of Birth Verified (3 SFl el
[y AL O1- Jun-2006

SD 12 Months[Sy RN Sl

NHS Entry Date [« S Srivl]
[2uLTHe ) A White - British

L GowolEE

Additional Information

Attachments

To help approvers understand the request, you can attach supporting documents, images, or links to this action.

1 S E

01-Jun-2006
Mrs.

Sandwell, Mrs. Paula Angela @
Paula

Angela@
Sandwell
20094956
Single
01-Jun-2006
01-Jun-2006
01-Jun-2006
01-Jun-2006

A White - British
United Kingdom
British

Female

The Employee also receives a workflow notification indicating the destination of the approval workflow
notification. This notification is updated if the destination changes, for example due to a timeout escalating

the notification to the next manager.

Worklist >

504PSANDWELLOS

NHS Employee Personal Information Process - Basic Details has been forwarded to Leese05, Vivian

€ Information
This notification doss not require a response.

From SYSADMIN
To Sandwell, Paula
Sent 07-Apr-2017 14:09:48
ID 324019
Lest Approver: Ssndwell, Pauls
User Mame: 504DSANDWELLOS
Comments:

Next Approver Lesse05, Vivian
User Mame: SC4TRAINGS

This notification e for information only.

Return to Worklist
O Display next notification after my response
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Personal Details changes - Notifications Received by Manager

On submitting the above changes a Manager will receive a notification detailing the changes and is
required to approve or reject the changes. They can also return the request for more information.

Manger Self Service Notifications Worklist

Worklist
View

e

Select All | Select None

O NHS Employee Personal Information Process for Sandwell11, Paula 11- May 2017 19- May 2017 Sandwall‘ll Paula

@ TIP Vacation Rules - Redirect or auto-respond to notifications.
@ TIP Worklist Access - Specify which users can view and act upon your notifications.

Blue circles highlight the changed items, also where an email address is entered against the person
information the name is highlighted as a hyperlink in the Action History section. Clicking in the name will
automatically populate the ‘To’ address ready to send an email to that person

The Manager can then Approve, Reject, Reassign, Request Information or Return for Correction.

If a Manager Rejects the Changes the employee receives the following notification:

Leesell, Vivian rejected your Leave of Absence changes for Sandwell11, Paula

6 information
This notification does not require a response.

From SYSADMIN Amachments

Sem 11-May-201709-04:28
ID 347446
Employes Name  Sandwell11, Mrs. Paula Angela
Employes Number 20094991

Absence Details

1
Absence Status{evyilgn ]

P External Training
RS 24 May-2017
[EE T 26- May-2017

[ ars Hi. Apalogies for the short notice bt an opportunity to attend an external training course has come up. Hope thisis ok

View Entitlement Balances

View Entitlement Balance
Supporting Documents
e o oy upanaay s S T T
o results found.
Action History
ma__

Sandwell1l,  Submit ‘11 May 2017

Paula
2 Leesel1 Vivian Reject 11 May 2017 Hi Paula. Unfortunateky Simon has already booked this wesk off and we nesd cover £o | have had to reject this. If you are unable o rearrange

09:04:2 please et me know and we can discuss further. Viv.

Related Action History

e . e
1 11-May-2017 09:04:28 Submit SYSADMIN ‘Sancwell11, Paula

[ vescsin | ocuest invormation

They can then resubmit the changes after discussing with the manager why the changes were rejected.
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When the Manager approves the changes the employee receives a natification informing them that the
changes have been approved and applied to the system:

Worklist >

NHS Education and Qualifications for Sandwell05, Paula

From Sandwell05, Paula Attachments
To Leese05, Vivian
Sent 19-Apr-2017 16:06:16

ID 346542
Summary
Employee Name Sandwell05, Mrs. Paula
Employee Number 20094956
@ Indicstes Changed Items.
Qualification

BN Masters Degree

[l Nursing

Study Start Date (RSN EAES

Actual Completion Date[VFghYerlosivg
Blea Attained

w
o
=3
=]
=]
=

R University of Wolverhampton
WL EN RS AREE 01-Sep-2014
Attendance End Date [0FS:Nslg0aiv
Full-Time j{&]

(oGl B3 Hi | have added my Masters as agreed.

g 0
g 3
E 3
T <
@ 7
[=]
2
>
"]
&

S e
1 19-Apr-2017 16:06:17 Submit Sandwell05, Paula Leese05, Vivian

The following notifications which are initiated by the employee and go for manager approval contain the FYI
details.

Manage your Information
= Personal Information (Basic Details)
= Absence

Manage your Career
= External Learning
= Qualifications
= Registrations and Memberships
= Learning
= Competence Profile
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7.4. VERIFICATION OF PERSONAL INFORMATION AND EQUALITY AND DIVERSITY
INFORMATION

Employees will receive notifications prompting them to update or verify that their personal information or
equality and diversity information if this has not been updated or verified within the last 12 months.
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7.5. CLASS ENROLMENT

Learning

The scenarios illustrated in this section show enrolment on a class, however the process and notifications
received for subscription on a learning path are very similar.

Unless the Class is set to self-enrol, requests for training enrolment are subject to line manager approval.
The Employee user sees a message on the page after submitting an enrolment request informing them that
the request has been forwarded to their manager.

Learning Course Catalog Learning History

CurrentLearning Requested Learning Forums and Chats

Search [Course | [ Exact Phrase Advanced Search

Welcome, Leese, Mrs. Vivian!

Confirmation

Your request to enroll in the class 504 Performance Management - 20/07/2017 has been submitted for approval. You can monitor your enrollment status from the
Requested Learning tab on the Learner Home page.

E-Learning Enrollments Enrollments Certifications Learning Paths External Learning
Q Announcements

+ Youhave 3 new notifications.
Q E-Learning Enrollments

They also receive a workflow notification indicating the destination of the approval workflow notification.

Learning Course Catalog Learning History

Current Learning Requested Learning Forums and Chats

Leamning: Current Learning » Worklist »

XX NHS Enrollin Learning Approval has been forwarded to Leese03, Vivian

O Information

This notification does not require a response.

m Request Information

From SYSADMIN
To Joshi, Neela
Sent 18-Jul-2017 13:45:02
ID 347285
Last Apprever: Joshi, Neels
User Name: 504NJOSHI0Z
Comments:

Next Approver: Leese, Vivian
User Name: 504TRAINO3

This notification is for information only.

m Request Information

Return to Worklist
[C] Display next notification after my response

This natification is updated if the destination changes, for example due to a timeout escalating the
notification to the next manager.
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The user can also unenroll from learning by reviewing their list of enrolments and clicking on the ‘Unenroll’
icon.

Where an employee unenrolls their manager is notified:

Worklist >

Joshi, Mrs. Neela has cancelled an enrollment

© Information
This notification does not require a response.

From Joshi, Neela
To Leese, Vivian

Sent 18-Jul-2017 15:15:52
ID 347310

Joshi, Mrs. Neela has cancelled their enrollment in the following class.

Class Name: 000 Infection Pr ion and Control eA -level1
Course Name: 000 Infection Pre ion and Control eA -level1
Start Date: 05-Apr-2017

m Request Information

Return to Worldist
B Display next notification after my response

Once submitted the Manager will receive the following notification informing them that one of their
employees has requested some learning:

Worklist =
XX NHS Enrollin Learning Approval for Leese03, Vivian

From Leese03, Vivian
To Leese50,Vivian
Sent 18-Jul-2017 13-24:36
ID 347280

Enrollment Details

[ | 504 Performance Management
[o{EEEANETE 504 Performance Management - 20/07/2017
e A5 20-JUL-2017 00:00
[ ek 20- JUL-2017 23:59
Time Zone (SR
R ER R Instructor-Led
Language (=g
(&SN [ INHS5021]]| ----- 100 %

Special Instructions|

Enrollment Justification
Additional Enrolment Info|
External Awarding Authority|
Course/Exam Fee % Trust Paid

Course/Exam Finance Code

&
g
>
g2
o | o

s/Accomm % Trust Pail

Subsis/Accomm Finance Code|

Travel % Trust Paid
Travel Finance Code
Other % Trust Paid
Other Finance Code|

As with the personal details changes the manager has the options to Approve, Reject or return for more
information.
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On approval the employee is naotified that they are enrolled on the class:

You have successfully enrolled in the class.

O Information
This notification does not require aresponse.

From Leese, Vivian
To Joshi, Neela

Sent  20-Jul-2017 14:40-17
ID 347431

You have successfully enrolled in the class below.

Class Name: 504 Performance Management - 22/07/2017
Enroliment No: 12152
Start Date: 22-Jul-2017
Start Time: 10-00
End Date: 22-Jul-2017
End Time:  11:00
Time Zone: GMT
Delivery Mode: Instructor-Led
Location
Your Enrollment Status is:  Confirmed

Please keep a copy of this information for your reference.

Return to Worklist
[ Display next notification after my response

Where the Class has been setup to allow self-enrolment, for example with National e-Learning content, the
user will receive confirmation of their enrolment.

Lear Course Catalog Learning Hist

Current Learning Requested Learning Forums and Chats

. ol Bescae. [ Aborcst e
Welcome, Joshi, Mrs. Neela!

Confirmation
You have successfully enrolled in the class 000 Infection Prevention and Control eAssessment - Level 1

E-learningEnrollments | Enrollments | Certifications | LearningPaths | External Learning
A, Announcements

The employee will also receive an automated notification advising that they have enrolled successfully

Worklist >

You have successfully enrolled in the class.

© Information
This notification does not require a response.

From Joshi, Neela
To Joshi,Neela

Sent 20-Jul-2017 15:00-07
ID 347436

You have successfully enrolled in the class below.

Class Name: 000 Infection Prevention and Control eAssessment - Level 1
EnrollmentNo: 12153
Delivery Mode: Online e-Learning
Expiration Date:
Your Enrollment Statusis: Confirmed

Please keep a copy of this information for your reference.

Return to Worklist
[T Display next notification after my response
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7.6. COMPETENCY PROFILE CHANGES

Compliance and Competency

Changes made to the Competence Profile by the Employee are subject to approval.
They receive a workflow natification indicating the destination of the approval workflow notification.

Worklist >

Competency Profile has been forwarded to Leese, Vivian

© Information
This notification does not require a response.

[0 | Ression | Rocss niormasin

From SYSADMIN
To Joshi, Neela
Sent 21-Jul-2017 10:45:11
ID 347488
Last Approver: Joshi, Neels
User Name: S04NJOSHIO3
Comments:

Next Approver: Leese, Vivian
User Name: S04TRAINZ1

‘This notification is for infermation only.

Return to Worklist
[C Display next notification after my response

After eight days, the workflow will be returned to the initiator, they will have the option to resubmit or cancel
the request.

Workdist >

Competency Profile for Arabshahi, Kowaluk not approved.

Resubmit

From SYSADMIN Attachments
To ARABSHAHI, Kowaluk
Sent 24-Oct-201915:38:17

D 80282
Your request for an update to your competency profile was sent for approval and no action has been taken. If you wish to resubmit your request, please click button If equire thy your requestis
processed, please click the Delete button
P TRE IRy TS IRt below
Summary
New Competencies
He
Details [Name Short Name Proficiency Level Status Start Date End Date
D INHSIMANDIFire Safety - 2 Year| Achieved 24-0ct-2019
> NHSIMANDInfection Control - Level 1- 2 Year| Achieved 24-Oct-2019

Once submitted the Manager will receive the following notification informing them that one of their
employees has requested an update to their competency profile:

Worklist
View |Open Notifications :

Select All | Select None

[ Competency Profile for Joshi, Neela 21-Jul-2017 24-Jul-2017 Joshi, Neela HR

Worklist =

Competency Profile for Joshi, Neela

From Joshi, Neela Attachments
To Leese, Vivian

Sent 21-Jul2017 10:45:11

Due 24-Jul-2017 10:45:11

ID 347489
Summary
Employee Name Joshi,Mrs. Neela
Employee Number 20095060
New Competencies
9  |[NHS|CSTF|Safeguarding Adults - Level 1- 1 Year| 1-Assessed Achieved 19-Jun-2017

Show

Action History

1 21-Jul-2017 10:45:11 Submit Joshi, Neela Leese, Vivian
Related Applications
[E Return For Correction

Response

Note
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As with the personal details changes the manager has the options to Approve, Reject or return for more
information. On approval the employee is notified that their competency profile has been updated.

7.6.1. Competence Updates in another Organisation

Where an employee has multiple employments across organisations, they will receive a notification
advising on whether a competence achieved has been accepted or rejected in one of those other
organisations. The person record in the other organisation(s)must have either an active assignment record
or an active application record at status Offer Accepted.

Worklist >

1) Information
This notification does not require a response.

Multiple Employer Competence Update

To CCNSyncCompOne, CCNSyncCompTestOne
Sent  03-Jul-2019 11:20:37
ID 616063076

e recent changes to your competence profile, outiined beiow, were sent to 188 188 Organisation 87747,

The following actions have been taken for your competence profile at this organisation.

‘Competence Name Proficiency Level Valid From Valid To Date Last Awarded Awarded By Awarding Organisation Title Action Taken
NHS|NOS|Forensic Mental Health FMH 10| 1 - Attained 01-JAN-2019 30-JUN-2019 03-JUL-2019 User 225 Organisation 44622
NHS|C: |Lea in b sforming dementia care - Tier 3 - 1 Year| 0- 2 62
NHS|CSTF|Bloed component transfusion: Blood sampling - No Specified Renewal| 0 - Not As
NHS|REVAL|Revalidation - 5 Years| 1

Rejected, update not applied
Rejected, update not applied
Accepted, update applied
Accepted, update applied

225 Organisation 44622

Workflow Notification Guide Page 130 of 158



7.7. CHANGES TO QUALIFICATIONS

Qualifications

Add Qualification

Employee Name  Jackson, Mr_Sam Simon
Employee Number 20055401

Use this page to enter details for an additional qualification. Select the type of qualification you want to enter from the list, then enter details below. You must also enter details for the school attended to study for

the qualification. You can optionally enter subject details and other details for this qualification.

* Indicates required field

School

Click on the List of Values button next to the School field to find a list of schools. If you can't find the school from the list, enter the name directly into the School field.

* School University of Wolverhampton Q
Attendance Start Date  1.0ct-2011 g
AttendanceEndDate  31.)y12014 £

[F] Full-Time
Qualification

* Type  Bachelors DegreeHons  Q

Title Nursing
Study Start Date (24 0cr-2018) g
Actual Completion Date  31.),1-2014 g

Status  Attained

Any changes or additions to the Qualification record are subject to approval. The Employee sees a
message on the page after submitting a change informing them that the change has been submitted for

approval.

i) Information
‘Your changes have been submitted for approval

Add Qualification

Home

They also receive a workflow notification indicating the destination of the approval workflow notification.
This notification is updated if the destination changes, for example due to a timeout escalating the

notification to the next manager.

Worklist >

i) Information
This notification does not require a response.

NHS Education and Qualifications has been forwarded to Leese, Vivian

From SYSADMIN
To Jackson, Sam
Sent  24-Oct-2018 15:42-17

ID 349855
Last Approver: Jackson, Sam
User Name: 5045JACKSON
Comments:

MNext Approver. Leese21, Vivian
User Name: 504TRAIN21

This notification is for information only.
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Once submitted the Manager will receive the following notification informing them that one of their
employees has requested an update to their Qualifications profile:

Worklist =

NHS Education and Qualifications for Jackson, Sam

From Jackson, Sam

To Leese21, Vivian
Sent 24-Oct-201815:42-17
ID 349856

Qualification

I .
i ———

‘Actual Completion Date [SyE TSN ES
Bzl Attained

School

B Wl University of Wolverhampton
Attendance Start Date ((iE8les20i k1

Attendance End Date ey LS
Full-Time [§1]

Action History

He ©Siym
S S N S " S
1 24-Oct-2018 15:42:17 Submit Jackson, Sam Leese21, Vivian

As with the personal details changes the manager has the options to Approve, Reject Reassign, or Request
Information, or it can be returned to the employee for correction.

On approval the employee is notified that their Qualification Profile has been updated:

Worklist >

NHS Education and Qualifications for Sandwell05, Paula has been approved.

ﬂ Information
This notification does not require a response.

OK Request Information

From SYSADMIN Attachments
To Sandwell05, Paula
Sent 19-Apr-2017 16:22-09
ID 346579
Summary

Employee Name Sandwell05, Mrs_Paula
Employee Number 20094956

QNiE Masters Degree

MEiE Nursing

B RS ST AN ELE 01-Sep-2014

Actual Completion Date [WESYl a1V
B0 Attained

jol
=
=
=
a
o
=4
=]
E

School

BBl LU niversity of Wolverhampton
Attendance Start Date (RS
Attendance End Date [RFSIN I Svivi )
Full-Time JIis]

(o6 1 ENE Hi | have added my Masters as agreed.

]
o
3
3
1]
S
@
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7.8. CHANGES TO REGISTRATIONS AND MEMBERSHIPS

Any changes to the Registration and Membership record are subject to line manager approval.

Registrations and Memberships: Extra Information [ cancel | mack | submit |

Employee Name  Leese, Mrs. Vivian
Employee Number 20055707

Click Update to make changes to 'Expiry Date', 'First Registered’ & 'Revalidation Date’ for an existing record. Please contact your HR Team for other changes or to create a new record. Click Submit to continue this
action, click Back to return to the previous page, or click Cancel to cancel this action.

Registrations and Memberships

Select Object: JUered | I 2

-m Registration/Membership Body Professional Registration Number First Registered Date Revalidation Date

®) Updated  Mursing and Midwifery Council 44WA4562P 31-Dec-2018

They also receive a workflow notification indicating the destination of the approval workflow notification.

This notification is updated if the destination changes, for example due to a timeout escalating the
notification to the next manager:

Worklist >

Professional Registration and Memberships Process has been forwarded to Jackson, Sam

@ Information
This notification does not require a response.

m Request Information

From SYSADMIN
To Bradley, Derek
Sent 18-Oct-2017 15:13:14
ID 347514
Last Approver: Bradley, Derek
User Name: 304DBRADLEY01
Comments:

Next Approver: Jackson, Sam
User Name: 5045JACKSON21

This notification is for information only.

@ Request Information

Return to Worklist
[ Display next notification after my response

Once submitted the Manager will receive the following notification informing them that one of their
employees has requested an update to their Registrations and Memberships profile:
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‘Worklist =

Professional Registration and Memberships Process for Bradley, Derek

From Bradley, Derek Attachments
To Jackson, Sam
Sent 18-Oct-2017 15:13:14
Due 21-Oct-2017 15:13:14

ID 347515
Summary
Employee Name Bradley, Mr_Derek
Employee Number 20101343
@ Indicates Changed tems

Extra Information Type

Registrations and Memberships

T = T
General Medical Council General Medical Council
| ExiyDa[ISReE 01Jun20180

01-Jun-2015 @

Action History

1 18-0ct-2017 15:13:14 Submit Bradley, Derek Jackson, Sam

Related Applications

[E] Return For Correction

Response

37

MNote

Return to Worklist
[ Display next notification after my response

As with the personal details changes the manager has the options to Approve, Reject Reassign, or Request
Information, or it can be returned to the employee for correction.

On approval the employee is notified that their Registrations and Memberships have been updated:

Professional Registration and Memberships Process for Bradley, Derek has been approved.

© Information

This notification does not require a response.

Reguest Information

From SYSADMIN Attachments
To Bradley, Derek
Sent 18-Oct-2017 15:18:56
ID 347516
Summary
Employee Name Bradley, Mr. Derek
Employee Number 20101343

Extra Information Type

Registrations and Memberships

- Poesd
PEL NIV RS RS General Medical Council

Professional Registration Number [ MEZELYS
[STAEE 01- Jun-2018

First Registered Date (SRS IS0 &)

Action History

o hame— —————— an o o

1 Bradley, Derek Submit 18-Oct-2017 15:10:06
2 Jackson, Sam Approve 18-Oct-2017 15:18:55

Related Action History

v
1 18-Oct-2017 15:18:56 Submit SYSADMIN Bradley, Derek
Request Information

Return to Worklist
Display next notification after my response
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7.9. CONFLICT OF INTEREST DECLARATIONS

Supervisors will receive a monthly summary of conflict of interest declarations made or updated by
employees in their hierarchy and for applicants where they are the named supervisor on the Application
form.

Worklist »

O piomavion
This notificatios

s not require 3 response.

Conflict of Interest Updates

To MR XWCOL1571107_298
Sent  26-May-202109:49-39
D 147579

7.10. DEcISION MAKER

Organisations can opt to send a notification to prompt employees within their organisation to declare
potential conflicts of interest.

HR Administration and the Local HRMS Systems and User Administration URPs can run the NHS Decision
Maker Notification Process to send notifications to employees considered to be ‘Decision Maker’.

Decision makers are defined as employees with a primary assignment that has a certain grade or a certain
Job.

e The defined grades are XN11, XN12, XR11 and XR12.
e The jobs are listed in full in the lookup NHS_DECISION_MAKER_JOBS, but in general are jobs
considered to be Director or Consultant level.

To nominate any additional staff, outside of this criteria, it is possible to add the supplementary role of
‘Decision Maker’ to their person record..

Running this process will send the below notification to all staff designated as ‘Decision Makers’ (using the
criteria outlined above) prompting them to make new declarations or review their existing ones.

1
ﬁ | Logged In As S0BTRAINOL U @
Favorites . Settings - Logout  Portal
‘Worklist >
o Information
This notification does not require a response.
Conflict of Interest Declaration
o |
To EmpA
Sent 08-Jan-202009:55:24
ID 96241
It is time for you to review your Conflict of Interest declaration. Please log into Employee Self Service and enter any new declarations or update existing ones. Please note that even if you have no Conflicts
of Interest to record a declaration of this must still be entered or updated each year using the 'l have nointerests to declare’ option. It is a requirement that you review this information regularly and keep it
up to date due to the role you hold within your Organisation.
Return to Worldist
Display next
notification after
my response
o

NOTE: This process will have a minimum re-run time of 90 days. This means that any run within 90 days
of the last run for an organisation will fail and no new notifications will be sent.
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7.11. EMPLOYEE END EMPLOYMENT

Employees are able to end their own employment or a non primary assignment.

End Employment: Termination

Effective Date 12-Sep-2018

Employee Name  Perkins, Richard Organisation 298 AHP Bank LGI
Employee Number 20000369 Organization Email Address
Job  Nursingand Midwifery Registered|Staff Nurse Supervisor  Samuels, Kaydian

@ TIPPlease enter the actual termination in the Termination Date field. It is NOT recommended to amend the termination date to accommodate untaken leave as this is not reflective of a contractual termination date.

* Indic: red field

* TerminationDate 28 Sep 2018 A
Notification Dete 125052018 2
* Reason  yoluntary Resignation - Other/Not Knowi =]

Comments

Last Working Day 28 ]

Destination On Leaving  Unknown Q
NHS Organisation Q
Available For Bank Q

This will be sent to their manager for approval. If an employee’s direct supervisor or administrator has any
Payroll Approval Required URP, if approved the request will then be sent to users in the SSHR Payroll
Approvals role.

Worklist >
Employee Voluntary Termination Request for Perkins, Richard

From Perkins, Richard Attachments
To Samuels, Kaydian

Sent  12-Sep-2018 13:37-08

Due 20Sep-201813:37:08

D 86038

Summary

Effective Date 28-Sep-2018

Employee Name  Perkins, Richard Organisation 298 AHP Bank LGI
Employee Number 20000369 Organization Email Address
Job  Nursing and Midwifery Registered|Staff Nurse Supervisor  Samuels, Kaydian

Termination Details

Termination Date  28-Sep-2018
Notification Date 12 Sep-2018
Reason  Voluntary Resignation - Other/Not Known

Comments
Rehire

Last WorkingDay  28-Sep-2018
Destination On Leaving
NHS Organisation
Available For Bank
Termination Notification Sent Date

7.12. FLEXIBLE WORKING

The Flexible Working functionality allows employees to submit requests for flexible working with the ability
for managers to respond and acknowledge requests made.

Request for Flexible Working to Manager

Reaves Recaves

To Harrison, Ann
Sent 23-Now-202115:52:32
D 142646

Dear Ann Harrison

Name: Tamara Clarke
Assignment Number: 20066044
Date of application: 23-Nov-2021

Iwould ke to apply to work a flexible working patter that is different to my current working pattern in line with the organisations policy for flexible working
Flexible Working Request

Type of Request
[annualised Hours |

Describe your current working pattern
[Pat Time |

Requested change:
[Increase hours - remain PT |

Requested
[rria |

Describe the working pattern you would like to work in the future:
[Mondayto Friday 8 amto 3pm |

1would like this working pattern to commence from
[30-Nov-2021 |
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Confirmation to employee that request has been received by manager

i Information
This notification does not require a response.

Confirmation of receipt of application for flexible working

To Clarke, Tamara
Sent 07-Dec-202115-42-54
ID 148648

Dear Tamara Clarke

| confirm that | received your request to change your work pattern on: 07-Dec-2021

I'will arrange a meeting with you to discuss your request

You will be notified of the decision on this application within three months of this date, unless alonger deadline for this is agreed.

Ann Harrison

Manager Warning that Flexible Working Decision Date not entered

Worklist >

0 intomation
This notification does not require a response.

Flexible Working Decision Date Not Entered for Richard Perkins

To Harrison, Ann

Sent 05-Nov-202011:19:16

1D 132602

ease note that a decision dale has not been entered against the application for fiesible working from Richard Perkins, Applicaions for fiexible warking require a response within 3 months of receipt Please ensure that the applicant has received a response by 05-Dec-2020, and update the record in ESR accordingly

Withdrawal of flexible working request

Worklist >

O irformation
This notification does not require a response.

Withdraw Flexible Working Request from Richard Perkins

To Harrison, Ann
Sent 05-Nov-2020 1107:56
D 132600

Please note Nat Richard Parng has wihdrawn heir Curent application for exble working arrangement

Employee and Manager Notification of end of flexible working arrangement

Worklist >

O intormation
This natification does not require a response:

End of Flexible Working Arrangements for Richard Perkins

T Perkins, Richard
Sent  05-Nov-20201127:47
ID 132603
The fiezible working asrangements for Richard Ferkins were recorded in ESR as Temporary, with an end date of 15-Hov-2020. Please review Ihe record heid in ESR and make any amendments 1o the agreed arrangements a5 required, ensuring hés has been discussed with the employee as necessary

7.13. EMPLOYEE LEAVE REQUESTS

The ‘Leave of Absence’ function is available from the Employee Self Service URP. The function allows
employees to submit absences which will go to their manager for approval.

Once the employee has applied for leave they will receive a notification advising that the request has been
submitted for approval.

Worklist
View [Open Notifications [ v]
SYSADMIN Leave of Absence has been forwarded to Leese, Vivian 20-Jul-2017

Workflow Notification Guide Page 137 of 158



Leave of Absence has been forwarded to Leese, Vivian

O Information
This notification does not require a response.

From SYSADMIN
To Joshi, Neela
Sent 20-Jul-2017 11:35:53
ID 347428
Last Approver: Joshi, Nezls
User Name: 504NJOSHI03
Comments:

Next Approver: Leese, Vivien
User Name: 504TRAIN21

This notificstion is for information only.

Return to Worklist
O Display next notification after my response

The Absence Summary screen enables the employee to review what leave has been applied for or taken.

Absence Summary: Summary

Employee Name Joshi, Mrs_Neela
Employee Number 20095060

Absence Summary Entitlement Balances
Search

Note that the search is case insensitive
Absence Type

Start Date I ﬁ

cxample: 20-Jul-2017)

End Date I E

Approval Status

Go Clear

Export Absences Individual Calendar
Start Date wv| End Date Absence Type Absence Category| ys Approval Status |Details|Update|Delete|Add to Outlook
s | & =3

24-Jul-2017 05-Aug-2017| Annual Leave Hours 1 Annual Leave 97.5 |Pending Approval

The manager will receive a notification advising that the request for leave requires approval

‘Worklist >

Leave of Absence for Joshi, Neela

From Joshi, Neela Attachments iCalendar
To Leese, Vivian
Sent 20-Jul-2017 11:35:53
ID 347429
Employee Name Joshi, Mrs. Neela
Employee Number 20095060

Absence Details

Absence Status (WG]

PR Annual Leave Hours 1
o e Annual Leave
O Annual Leave
TR 24-Jul-2017
05-Aug-2017
Hours[:Z8]

View Entitlement Balances

View Entitlement Balance

Supporting Documents

Lot Ui Lt Ut

Ne results found.
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7.14. ABSENCE TIMEOUT NOTIFICATION

Absence notifications will time out after 28 days and be returned to the initiator if no action is taken by the
approver.

The user must click the ‘Apply’ button within the notification so that the absence record no longer shows as
‘Pending Approval’ on the employee’s ‘Absence Summary’ page. This also gives the initiator the
opportunity to resubmit the request if required.

Workist »

Your Leave request commencing 23-May-2018 has not been approved

From SYSADMIN
To AA,ESSAbsence
Sent 18-May-2018 15:27-36
1D 80085

Voun absence request for e period 23.May-2018 09.00 1o 25-May-2015 17.00 was sen 1o ESS Alsence Appraves A fer approval on 13-May. 2013 and no ackion has been taken

Absence Details

Pioase resubmil the roquest or take alemalie: action ta ensure your request s processed
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7.15. INTERNAL HIRE FUNCTIONALITY FOR SELF SERVICE

When a manager hires an internal applicant using Self Service a notification will be sent to the previous
manager where the Replace Primary Assignment option is selected.

Hiring an internal candidate in Self Service HR

Manage Hires: Applicant Hire

Enter the search criteria and click Go to search for applicants with an accepted applicant assignment.
* Indicates required field

Search
NHS_HR_INST_SEARCH_APPLICANT

Last Name W
First Name l—
Middle Name I
Applicant Number I
* Hire Date m ﬁ

Select the assignment mode to hire internal applicant

For information on assignment modes, click @
O Create Secondary Assignment
® Replace Primary Assignment

Select Appll(:mt_

Date of Applicant
Select |Full Name Birth NI Number |Organisation|Location Vacancy Person Type Number

® Lawrence, Mrs 01-Jan- WAS04185A 504 Ward 504 ESR 84710|Staff Nurse Band 504- Employee Applicant 18797
Mary 1960 Hospital 5|N6A|Surgery| Ward10IAT

@ TIP Any records currently awaiting approval are dlsabled.

Manager New Hire Process Notification sent to previous manager

Worklist >

Change of Manager for Lawrence, Mrs. Mary

© Information
This notification does not require a response.

To Leese, Vivian
Sent 18-Oct-2017 16:49-15
ID 347549
The mansger of Lawrence, Mrs. Mary, assignment number 20033247, hss been updated as & result of them being hired into & new position. Please be advised that you are no longer the manager of this assignment.

Return to Worklist
[ Display next notification after my response
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7.16. CHANGE OF SUPERVISOR

Where assignment records are updated to have a new supervisor then a notification will be produced to
inform supervisors of all new staff assigned to them since the last time the process ran.

This process will run over night each night and will produce a summary notification to the supervisor listing
all assignments that have been assigned to them. An example of the natification is shown below:

Worklist >

New Employee Assignments in your Hierarchy

© Information

This notification does not require a response.

From SYSADMIN
To Jackson, Sam
Sent 20-Oct-2017 10:42:43
ID 347623

You have been identified as th jisor for listed below. on your ESR steff you loginto Self Service.
Please make any assignment changes a5 necessary.

If these staff d ttoyoup themto pervisor or contact your ESR System Administrator.

o esmer ot Lst el ol T s e Nmbaroson = ccon —Jorovoue e rovoue uprvrEna)

20055583 Jimenes  Monica  Miss 20095312 84608]Staff Nurse Band 6IN6AISurgery] 504 ESR Hospital Leese21, Mrs. Vivian

[ | pession | Fessstntormton

Return to Worklist
[ Display next notification after my response

Where an employee is listed as an active additional supervisor of an assignment and is terminated then a
notification is sent to the main supervisor of the assignment.

Worklist =

Status of Supervisor Assignment 20101343 for Mr. Derek Bradley has been Changed to
Terminate Process Assignment on 18-OCT-2017

€ Information

This notification does not require a response.

m Reguest Information

To Jackson, Sam
Sent 18-Oct-2017 15:08-07

ID 347513
The b visor assi was listed as an additional supervisor for

[Employee Number [Assi [Title [ First Name [Last Name [Organisation|  Position | [
[20055614 20055614 [Mrs [Christine [Neville  [504Ward 8 [Staff Nurse Band 5 |

m Request Information

Return to Worlklist
i} Display next notification after my response
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7.17. REVALIDATION EXPIRY

Where a professionally registered nurse or midwife’s revalidation date is due in twelve, six or four months, a
revalidation expiry naotification is sent to the employee and their manager.

Example Notifications:

Employee - 4 Month

Worklist >

NMC Revalidation Expiry Reminder - 4 Months

6 Information
‘This notification does not require a response.

To (CR35054, Test02
Sent 31-Jan-2017 12:17.08
ID 310666864

Your NMC Revalidarion Date is due for renewal in 4 Months.

NMC PIN: 12412344
Revalidation Expiry Date: 31-MAY-2017

The NMC states that you must make your applicstion for revalidstion by the due datewhich is the 1st of the month in which the revalidation expires.
You can begin uploading documentation as early as 90 days before your revalidation date.

that you take = s to ensure that you are revalidated by this date including registering for the NMC Orline Service.

Your Line Manager has been notified.

Return to Worklist
[ Display next notification after my response

Manager - 4 Months

Worklist >

NMC Revalidation Expiry Reminder - 4 Months

© Information
This notification does not require a response.

To CR35054, Test01
Sent 31-Jan-2017 12:37-24
ID 310679876

The following employees are due to renew their NMC Revalidation in 4 Months

Last Name FirstName Title NMCPIN i isati i it i iptic Location
CR35054 Test02 12412344 31-MAY-2017 444 Organisation 567650 26348997 19261408 Position 7982150 444 Location 241965

The NMC states that they must make their application for revalidation by the due date which is the 1stof the month in which the revalidstion expires.

The individual employees have also been notified.

Return to Worklist
[ Display next notification after my response

Short Notice notifications

A short notice notification will also be triggered and will list all employee assignments where either of the
following scenarios apply:

= There has been an update to their revalidation date which results in the new revalidation date being
less than 4 months from the current date as at the time of the update.

= A new employee with NMC Registration has commenced employment and their revalidation date is less
than 4 months from their latest start date.

Example Notifications:

Employee Short Notice
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Worklist >

NMC Revalidation Expiry Reminder - Short Notice

@ Information
This notification does not require a response.

To CR35054, Test02
Sent 13-Feb-2017 10-22-15
ID 310708371

“Your NMC Revalidation is now due for renewal in less than 4 menth:

This notification is being sent for ane of the follawing reasons:

1.Youhave ith the i your NMC Revalidation Date is less than 4 from your latest hire date.
2. Your NMC revalidstion Date has been updated from No Value to 31-MAY-2017.

NMC PIN: 12412344
Revalidation Expiry Dete: 31-MAY-2017

The NMC states that you must make your application for revalidation by the due date which is the 1stof the month in which the revalidation expires.
i i Iy a5 90 days bef ur revalidati

thatyou take teps 10 ensure that you ere revalidsted by this registering for the NMC O

*Your Line Manager has been notified.

Return to Warklist
[ Display next notification after my response

Manager - Short Notice

Worklist >

NMC Revalidation Expiry Reminder - Short Notice

© information
This notification does not require a response.

To CR35054, Test01
Sent 13-Feb-2017 10-22-16
ID 310708375

The NMC Revalidstion Date for the following employees is now due for renewal in less than 4 manths.

This short notice notification is being sent for one of the following reasons:

1. They have recenth ith the organisati ‘their NMC Revali Dstels less than 4 from their latest hire date.

2. Their NMC Revalidation Date has been updsted and is due for renewsl in less than & months.

LastName First Name Title NMC PIN isatic ig i ic iptic Location [ i i i
CR35054 Test02 12A1234A 444 Organisation 567650 26348997 19261408 Position 7982150 444 Location 241965 31-MAY-2017

The NMC states that they must make their application for revalidation by the due date which is the Istof the month in which the revalidation expires.

The individual employees have also been natified.

Return to Worklist
[ Display next notification after my response

Workflow Notification Guide Page 143 of 158



7.18. CHANGE OF CONTRACT AND WORKING TERMS
Organisations have the option to send notifications to employees when there are one or more changes to
an assignment for the following data items:

e Position Title

e Grade

e Salary (pro rata)

e Contracted Hours

This is controlled via the DFF segment ‘Send Change of Contract and Working Terms Notification’ on the
“Add’l Org. Unit Details DFF” in Local Workstructures.

A weekly process will run which will look at the status of the above data items at the end of the week and
compare them with the values (stored from the previous week). Where any of the items are different then a
notification will be generated to the applicable employee. If changes have been made to more than one
data item for one assignment record between the process run dates then one notification will be generated
showing all the changes made to that assignment.

If more than one change has been made to one data item that relate to the same effective date within the
process run dates then one notification will be generated showing the latest change to that particular data
item.

If a data item is changed and then subsequently changed back (i.e. the change is removed) within the
process run dates then no notification will be generated.

If an employee has multiple assignments and changes are made to the specified data items for one or more
of the assignment records then a notification will be sent to the employee for each assignment record.

O Add’| Org. Unit Details E
Fayroll Approval Hole o

|AT Standard Ref Approval
Stat & Mand Competence Role
PDS Notification Role
Target Organisation
Foundation Trust Effective Date
Auto User Creation |[Employee SSHR - No Approval Required for Remote Access
Bank Inactivation Opt Out
Auto [AT Approval |Yes
Deactivate Waitlisting in OLM |No
User Can View Or Amend Their Own Record |Yes
Learning Auto Enrol Opt Out

Exit Questionnaire Reguired No

Send Change of Contract and Working Terms Motification |Yes

Automatic Internet Access Yes

Leave Accrual By Days -
1| 4

oK Qancel) Clear) Help)

When this is set to Yes the employee will receive an FYI notification with details of the changes.
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Worklist >

& information
This notification does not requis

aresponse.

Change to Working Conditions

To AA, Pasition
Sent 13-Feb-201809:51:02
D 438126212

The following changes have been made o your ESR Record for assignment 27087311
e From Value
Grade

NHS{XMO3iNon Review Body Band & - Range A
Position

To Value
20100193(Position 8150689G2Alinformation and Communication Technciagy

NHSIXROTIReview Body Band T

675423Position 7251675{U4EICardiac Physiology
Pioase noto St s chango i an amencment ta your contract and working terms and contitions:

Raturn to Worklist

[ Display next
natification aftar
my response

Workflow Notification Guide

Effective Date
3-MAR-18
3-MAR-18

Changed By DateTime Stamp
AANGEL 12-02:2018 11:35.03
AMNGEL 12-02:2018 11:35:03
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8. ADMINISTRATOR SELF SERVICE

To enable delegation of the maintenance and updating of employees personal and assignment information
within ESR the Administration Self Service URPs are available. The administrator must be entered in the
supervisor hierarchy above the employees for which they will be responsible for maintaining, although they
do not have to sit directly below a manager, as approvals are controlled by the ‘Manager’ tick-box located
on the assignment form, Miscellaneous Tab.

O WTE: 1.00 Prima ignment. 1

ighments in total. Total WTE: 1.00 (Sp

g, Miss Jane)

Agsignment Mumber 20093453
Assignment Category  |Fixed Term Temp

Organization 504 Ward 12 Group | Default Homel||
Job  Mursing and Midwifery Registered|Sister/Chsz Fuosition
Grade NHS[XREO?[Review Body Band 7 Payrall 504 Monthly TOO
Lacation S04 ESR Hospital Status |Active Assignment
Vacancy

Collective Agreement

Employee Category |Full Time

54054 |zister/Charge Murse Band 7|NEE|Paedi

Mizscellaneous | Special Ceiling  Grade Ladder  Purchase Order Information  Bargaining Unit  Employment Terms 4]

Internal Address v Primary
Reason ¥ Wanager
Projected Assignment End
Eftective Dates
From |01-5EP-2011 To [01]
Grade Step Entries Salary Information Costing Dthers. .. jl

This means that an administrator can act on behalf of managers both above and below them in the
supervisor hierarchy, with approval going to the manager with the appropriate designated authority to
approve the changes for those employee changes.

A simplified example of a hierarchy may look something like this:

Employee
Manager
Employee

Once the hierarchy has been created, the way in which actions made by the administrator are processed
will need to be defined and, the required business processes further refined through the assiduous
allocation of URPs to others within the hierarchy.
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Using Enter and Maintain, navigate to the Administrators Personal Details Form. Click the Others Button
and select Extra Information. Now select the Administrator Actions Approvals menu. From this menu the

administrator’s actions can be set to:
e go to the employees manager for approval
e go to the employees manager for information only
e no information is sent to the employees manager

The approvals are split between two groups:

Group A
e Administer Assignment Changes
e Administer Hours Changes
e End Employment
e Administer Hires

Group B:

e Administer Personal Information

o Administer Property Register

e Administer Supervisor Changes
Administer Location Changes

Administer Learning

Administer External Learning

Administer Absence

Administer Competencies

Administer Qualifications

Administer Registrations and Membership

Type

l Administrator Actions Approvals
Consultant Job Plans
Deweloprment Support
Negal Working Checklist
MHS CRS Person Registration
MHS Key WWoaorker Living Programme
MHS Special Leave

News Stagiaebistinat

SEHR Admin A

Referen

Find Administrator Actions %

SSHR Admin Approval Group A
Detd SSHR Admin Approval Group B

SEHR Admin Approval Level

Employee Action Approved By

Administrator Actions Mo Approval

Description

Adrninistrator Actions Manager FY1
Administrator Actions Mo Appraval

Eind Cancel

Workflow Notification Guide
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As mentioned earlier any actions submitted using Employee Self Service that require further approval can
be routed to either the first level supervisor, or to the second level supervisor. Using the same example as
before, a simple hierarchy might be defined as follows:

Employee

- Sl el AdMinistrator G Team Leader <
Manager
Employee

In this example any actions submitted by the team leader (using ESS) will go to the senior manager, if
Second Level Supervisor is selected against the administrator or to the administrator if First Level
Supervisor has been selected.

E - O %

Type

l Administrator Actions Appravals
Consultant Job Plans
Developrnent Suppart
Negal Warking Checklist
MHS CRS Person Registration
MHS Key Worker Living Programme
MHS Special Leave
Ty St gagetibabifinnds

Employ ction Approved By

Referen Find %

SSHR Admin Approval Group A Adimy

Ermployes Action App By Description
Detd SSHR Admin Approval Group B Adm  First Level Supervisar

Employee Action Approved By Second Level Supervisor

Find Cancel

J

Administrator Self Service can be used with or without payroll approvals. If the administrator has the
Administrator Self Service (Payroll Approvals Required) URP then regardless of which URPs their manager
has the change request will be sent to the SSHR Payroll Approvals role holder(s) for any changes which
are applicable i.e. those marked (Approval Required).
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8.1. ADMINISTRATOR NOTIFICATIONS

The administrator will receive notifications back from the approving manager on any change that they make
which requires approval.

In the following example the administrator initiates an hours change on behalf of the manager. The
administrator, before submitting this can add a comment to the manager.

Administer Hours (Approval Required): Review

Effective Date 19-Oct-2017 Printable Page

Employee Mame Neville, Mrs. Christine Organisation 504Ward 9
Employee Number 20055614 Organization Email Address
Job Nursing and Midwifery Registered|Staff Supervisor Wright, Ms. Dierdre
Nurse
Review your changes and, if needed, attach supporting documents.
@ Indicates Changed Items.
Work Schedule
7 T 2
[ workkousEd 3750
e =
[ incremental Daic AR 01-Aug 2005
e et ond R o1 o 2000
oot memm )

Additional Information

Attachments

To help approvers understand the request, you can attach supporting documents, images, or links to this action

None RG]

Approvers

Do g o

> Jackson, Sam

@
Show
SSHR Payroll Approvals
> 3
Show

> Add Adhoc Approver

Comments to Approver

As requested, | have changed Christine's hoursf

The confirmation shows that the changes have been submitted for approval

Confirmation

Your changes have been submitted for approval_

Home

Once submitted the administrator receives a notification informing them that the changes have gone for
approval, and to whom they have gone for approval.
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Worklist =

NHS Administrators Change Hours for Neville, Mrs. Christine (forwarded to Jackson, Sam)

© Information

This notification does not require a response.

Request Information

From SYSADMIN
To Wright, Dierdre
Sent 19-Oct-2017 11:02:59
ID 347571
Last Approver Wright, Dierdre

User Name 504DWRIGHT21
Comments As requested, | have changed Christine’s hours

Next Approver Jackson, Sam

Approver User Name 5045JACKSON21

m Reguest Information

Return to Worklist
Display next notification after my response

The manager will receive a natification informing them of the change and asking for their approval.

dipast >
NHS Administrators Change Hours for Neville, Christine (proposed by Wright, Dierdre)

From Wright, Dierdre Attachments
To Jackson, Sam
Sent 19-Oct-2017 11:11:-46
Due 27-Oct-201711:11-46

ID 347575
Summary
Effective Date 19-Oct-2017
Employee Name Neville, Mrs_Christine Organisation 504 Ward 9
Employee Number 20055614 Organization Email Address
Job  Nursing and Midwifery Registered|Staff Supervisor Wright, Ms_ Dierdre
Nurse
@ Indicstes Changed ftems
Work Schedule

Work HoursfM] 3750
Frequency (N EELS Week
Assignment Category [JEHgnELELN Permanent
Local Employment Contract {[s] No
New Deal ¥ No
Job Sharer[J] No
Night Worker|[J[:} No
Incremental Date (WiEFAT-Selvel 01-Aug-2005
Absence Accrual Start Date(ShRNTg2) e8] 01-Apr-2000
Maximum Part Time [JI] No
Start Date in Grade [SxBETS~V ek 01-Jan-2001
No. of Increments j§ 1
Accommodation Status| LIt None
Action History
e
1 19-Oct-2017 11:11:46 Submit Wright, Dierdre Jackson, Sam As requested, | have changed Christine's hours

Once the manager actions this change a notification will be sent back to the administrator informing them
that the change has been approved/rejected etc.

If further Payroll approvals are required then these are sent to be actioned following the initial approval of
the Administrator’s action.
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Worklist >

NHS Administrators Change Hours for Neville, Mrs. Christine (forwarded to SSHR Payroll
Approvals)

€ Information

This netification does not require a response.

m Reguest Information

From SYSADMIN
To Wright, Dierdre
Sent 19-Oct-2017 11-14-00
ID 347576
Last Approver Jackson, Sam
User Name 504SJACKSON21
Comments
Mext Approver SSHR Payroll Approvals
Approver User Name PQH_ROLE-7

Reguest Information

Return to Worklist
[F] Display next notification after my response

The Action history shows the levels of approval already given before the person in the SSHR Payroll
Approvals role gives their approval for the change

Action History

T "

19-Oct-2017 11:11:46 Submit ‘Wright, Dierdre Jackson, Sam Asrequested, | have changed Christine’s hours
2 19-Qct-2017 11:13:59 Approve Jackson, Sam ‘Workflow System
3 19-Qct-2017 11:14:01 Delegate SSHR Payroll Approvals SSHR Payroll Approvals 649

Finally the Administrator is notified of the changes

Worklist >

NHS Administrators Change Hours for Neville, Mrs. Christine has been approved. These
changes are effective from 19-OCT-2017.

 Information

This notification does not require a response.

Request Information

From SYSADMIN
To Wright, Dierdre
Sent 19-Oct-2017 11:16:19
ID 347578
Final Approver SSHR Payroll Approvals
User Name Leese21, Vivian
Note From Last approver

Action History

T T T

1 Wright, Dierdre Submit 19-Oct-2017 11:09:19 As requested, | have changed Christine's hours
2 Jackson, Sam Approve |19-Oct-2017 11:13:59
3 SSHR Payroll Approvals 649 Approve [19-Oct-2017 11:16:19

m Request Information

Return to Worklist
=] Display next notification after my response

All other actions which will go for approval will have similar notifications.
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8.2. TypPICAL TRANSACTION EXAMPLES

The following examples are designed to demonstrate typical transactions which would take place on a
regular basis within a self-service hierarchy. Although it is not possible to replicate all the complexities that
may exist within large organisations, the principles applied should be exactly the same, and scaled
accordingly.

The information used in all the examples is as follows:

Staff Hierarchy:

Employee

- Silier e AdMinistrator L Team Leader <
Manager
Employee

Within self-service the structure would look like this:

— My Team Assignment Information Home Logout Preferences Help

Name Advanced Search My List

Supervisor: People in Hierarchy

© TIP Click the action button next to the employee you wish to action. Click the details button for more information about the employee

FocusiNome ______________AssignmentNumber __lob_________________________________Orgnsation | Action | Detais

B Jackson, Mr. Sam Simon

< B Jimenes, Miss Monica 20095312 Nursing and Midwifery Registered|Staff Nurse 504 Ward 10 i
< B Wright, Ms. Dierdre 20055635 Additional Clinical Services|Health Care Support Worker 504 Ward 7 fi&
A {8 Joshi, Mrs. Neela 20095095 Nursing and Midwifery Registered|Staff Nurse 504 Ward 10 i3
Lawrence, Mrs. Mary 20055247 Nursing and Midwifery Registered|Staff Nurse 504 Ward 10 Fg
Neville, Mrs. Christine 20055614 Nursing and Midwifery Registered|Staff Nurse 504 Ward 9 =

For the purpose of the examples which follow the User Responsibility Profiles allocated are with ‘Payroll
Approvals Required’ for the Senior Manager and the Administrator, the Very Senior Manager having ‘No
Payroll Approvals Required’.

The table of URPs allocated to all users in the hierarchy is shown below:

Very Senior Manager v
Senior Manager
Administrator
Team Leader
Employees

ANANENENEN
\

Key:

ESS Employee Self Service
ADM  Administrator Self Service
SSS  Supervisor Self Service
MSS Manager Self Service
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The following table shows how each individual’s record within the hierarchy was setup:

Employee

and are setup the same

— O'x
Name
Gender Femals  * Action -
o Person Type for Action
. . First Mary Person Types
Both Lawrence and Neville report to Joshi e . B e ot
Pref
and are setup the same B © 7= 00 i <esrman 1 et n o To WTE 00 Lo, . e
Mi
Organization Group | Default Homel|
Job [Nursing and Midwifery Registered|Staff Nurs  Position |84710|Staff Nurse Band 6[N6A[Surgery
Person: Grade [NHSIXRO5|Review Body Band & Payroll |504 MonthlyT00
Location |504 ESR Hospital Status Active Assignment
1 Vacancy [504-Ward10IAT
B Assignment Number [20065247 Collective Agreement
c Assignment Category Employee Category |Full Time
Effectiyl _Standard Conditions _ Statutory Information Special Ceiling _Grade Ladder ]
ey Internal Address ¥ Primary
Reason ["'Manager
& Projected Assignment End
Efective Dates
From |19-OCT-2017 To Ly
Grade Step Entries Salary Information Costing Others.
=13
Employee e
Gender Female = Action °
Lemr Person Type for Action
. . First Christine Person Types
Both Lawrence and Neville report to Joshi THe s e

O WTE: 1.00 Primary

nments in total. Total WTE: 1.00 (Neville, Mrs. Christ

Organization Group [Defautt Homell
Job |Nursing and Midwifery Registered|Staff Nurs Position |84278|Staff Nurse Band 5|N6A|Surgery|
R Grade |NHSIXRO5|Review Body Band 5 Payroll (504 MonthlyT09
Location |504 ESR Hospital Status |Active Assignment
Vacancy

Assignment Number [20055614 Collective Agreement

Assignment Category [Permanent Employee Category [Full Time

oot , Standard Conditions _Statutory Information Special Ceiling  Grade Ladder (]
Fio| Internal Address ¥ Primary
Reason |Migrated Record Default Assignment [ Manager

Projected Assignment End

Effective Dates
From |18-0CT-2017 To I[Ny

Grade Step Entries Salary Information Costing Qthers... |

Lawrence also reports to an additional
supervisor, Matthews

Organzation © Assignment Extra Information 01-JAN-2018(Lawrence, Mrs. Mary) HE0
Job {
Geade Typs
Location Appraisals and Development Summary
[[Ercioyoo Asstions Supenisod
Ex¢ Questionnase
Assignment Number

G8 Pension Exclusicn Rules
Assignment Category {
NHS_irtertaces
Miacellaneous Special Celing Grad (AT iedormation

TUPE Transier

Contract
Agreament Grade
{ Detads 11
Efectave Dates ' Matthews. Ms. Paulnel0 14
From
Team Leader Hame
Gender Female T Action T
Laat |Joshi Person Type for Action
. . First Neela Person Types
Joshi reports to Wright Te s e
‘© WTE: 1.00 Primary assignment. 13 ments intotal. Total WTE: 1.00 (Joshi, Mrs. Neela)
Organization Group | Default Home|||
Job Nursing and Midwifery Registered|Staff Nurs Position |84608|Staff Nurse Band 6|N6A|Surgery|
Pers Grade [NHS[XRO6|Review Body Band 6 Payroll |504 MonthlyT00
Location |504 ESR Hospital Status Active Assignment
Vacancy

Assignment Number 20095095

Assignment Category |Permanent

Collective Agreement

Employee Category [Full Time

Standard Conditions _ Statutory Information Special Ceiing | Grade Ladder []
Effec|
o Intemal Address ¥ Primary
Reason ["'Manager

Projected Assignment End

Effective Dates
From [19-0CT-2017 To (LG}

Grade Step Entries Salary Information Costing Qthers.... )
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Administrator I
Gender Female - Action -

Last Wright Person Type for Action
First Dierdrs Person Types

Wright is the administrator and reports to Tae s e

s intotal. Total WTE: 1.00 (Wright, Ms. Dierdre)

Middle
Organization [IERNE] Group |Default Homell|
Job |Additional Clinical Senvices|Health Care Sup  Position |84081|Health Care Asst Band 1|N9A|Surgery]
Personal Grade NHSIXRO1Review Body Band 1 Payroll (504 MonthlyT00
- Location |504 ESR Hospital Status |Active Assignment
i
Vacancy
Town
Region Assignment Number 20055635 Collective Agreement
Country Assignment Category Employee Category |Full Time
Standard Conditions _ Statutory Information Special Ceiling  Grade Ladder [«]
Effective Dat|
From 02 Internal Address I Primary
Reason |Migrated Record Default Assignment " Manager
Addre Projected Assignment End
Effective Dates
From |19-0CT-2017 To Ll
Grade Step Entries Salary Information Costing Qthers. . )
o] _lox

ADM settings for Wright i

Type
| Administrator Actions Approvals

Civl Senice Pension
DBS Checkiist P55635
Development Support l604458A
Employment Checklist Details
lllegal Working Checkist

legal Working Checklis i

Medical and Dental Job Plans
NHS CRS Person Registration
NHS Key Warker Living Programme

© Extra Person Information
Det

AdN SSHR Admin Approval Group A |Administrater Actions Manager Approval Administrator ¢

SSHR Admin Approval Group B |Administrator Actions Manager Approval Administrator £

Employee Action Approved By [T IS IS
] z

Cancel Clear Help

Senior Manager

- O/X
Name
. Gender Female - Action -
Jimenes reports to Jackson and has Last l4menss S
b h k d First Monica Person Types
Manager box checke Tl Wiss Employes
Frefix y gnments in total. Total WTE: 1.00 (Jimen: Wonica)
Suffix
Middle Organization [504 Ward 10 Group [Default Homell
Job |Nursing and Midwifery Registered|Staff Nurs’ Position |84608|Staff Nurse Band 6INBA|Surgery|
Personal Empl| Grade |NHS|XRO6|Review Body Band 6 Payroll {504 MonthlyT00
Location |504 ESR Hospital Status  Active Assignment
Birth Date|
Vacancy
Town of Birth
Region of Birth) Assignment Number 20095312 Collective Agreement.
Country of Birth Assignment Category Permanent Employee Category |Full Time
Standard Conditions ~ Statutory Information Special Ceiling Grade Ladder (]
Effective Dates
From 01-JUN-2 Intemal Address ¥IPrimary
Reason ¥ Manager
Address Projected Assignment End

Effective Dates

From [18-0CT-2017 To tlim
Grads Step Entries Salary Information Costing Others )
Very Senior Manager B —
ery Senior Manage o
Gender Male M Action M
St acksan Person Type for Action
First Sam Person Types
= y ssignments in total. Total WTE: 1.00 Jackson, M. Sam Simon)
Prefix
Suff
e s Organization (504 Ward 10 Group |Defautt Home|l
Midd
idler S Job [Nursing and Midwifery Registered|SisteriChe  Position |34661|Sister/Chargs Nurse Band 7INGA|Surgs
Grade | NHSIXRO7[Review Body Band 7 Payroll (504 MontfiyT00
Personal Location |504 ESR Hospital Status |Active Assignment
Vacaney
Birth D4
Town of Bi Assignment Number 20055583 Collective Agreement
Region of Bi Assignment Category | Permanent Employee Category |Full Time
Country of Bi
Standard Conditions _Statutory Information Special Cailing _Grade Ladder [
Effective Dates Internal Address W/ Brimary

From 01-JAN. Reason |Migrated Record Defautt Assignment 0
Projected Assignment End
Address
Effective Dates
From |30-5EP-2003 To [liN]
Grade Step Entries Salary Information Costing Qhers..
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Change of Hours:

1. Administer chang_]e of hours for Mary Lawrence

NHS Administrator Change Hours (Approvals): Review

Effective Date 19-Oct-2017 Printable Page

Employee Name Lawrence, Mrs. Mary Organisation 504 Ward 10
Employee Number 20055247 Organization Email Address
Job  Nursing and Midwifery Registered|Staff Supervisor Joshi, Mrs. Neela
Nurse

Review your changes and, if needed, attach supporting documents.
@ Indicates Changed Items.

Work Schedule

I S =
o =

Additional Information

Attachments

To help approvers understand the request, you can attach supporting documents, images, or links to this action.
o

Approvers

> Jimenes, Monica

@
Show
> SSHR Payroll Approvals
o
Show

> Add Adhoc Approver

2. No notifications received by Joshi (Team Leader) or Matthews (Additional Supervisor)

Worklist
View IOpenNutiﬂcatiuns :

There are no notifications in this view.

& TIP Vacation Rules - Redirect or auto-respond to notifications.
@ TIP Worldist Access - Specify which users can view and act upon your notifications.

3. Jimenes (Senior Manager) has received notification for approval

Worklist >
NHS Administrators Change Hours for Lawrence, Mary (proposed by Wright, Dierdre)

From Wiright, Dierdre Attachments
To Jimenes, Monica
Sent 19-Oct-2017 13:00:37
Due 27-Oct-2017 13:00:37

ID 347589
Summary
Effective Date 19-Oct-2017
Employee Name Lawrence, Mrs.Mary Organisation 504Ward 10
Employee Number 20055247 Organization Email Address
Job Nursi d Midwifery Regi: d|Staff Supervisor Joshi, Mrs_ Neela
Nurse

@ Indicates Changed Items.

Work Schedule

I = S =
e ... ek

Action History

S S S

1 19-Oct-2017 13:00:37 Submit ‘Wright, Dierdre Jimenes, Monica
Related Applications

[E] Return For Correction

Response

Note
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Employees Updates to Work Email Address:

1. Mary Lawrence (Employee) submits a request using ESS to update her work email address
2.

Personal Information: Review

Employee Name  Lawrence, Mrs. Mary
Employee Number 20055596

Review your changes and, if needed, attach supporting documents.
@ ingica ftems.

Basic Details

L 525
QG Mrs. Mrs.

N T ... = 1 ey

I =Y ..., ey

[ERALENT Lawrence Lawrence

WEEIRS T Widowed Widowed
British British
. Gewd]

(e Female Female

Additional Information

Attachments

To help approvers understand the request, you can attach supporting documents, images, or links to this action.

-

Approvers
He bty @y
> Matthews, Pauline i |
> Joshi,Necla o
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3. Neela Joshi (Team Leader) receives the notification for approval

Worklist >
NHS Employee Personal Information Process for Lawrence, Mary
From Lawrence, Mary Attachments
To Parallel Approvers Group For 40130
504MATTHEWS,504JO5HI20

Sent 22-Mar-2018 10:14:22
Due 30-Mar-2018 10-14-22

Employee Name ~ Lawrence, Mrs Mary
Employee Number 20055596

O ingicses:

Basic Details

' S "
| CRAEREE 28-Jan-2005 28-Jan-2005
I " - s
N P T ... . . B iy
Y .., =
I PETT A ... T
SISO WAS04172A WAS504172A
mlowrence@obaret o
R e R B NHS OSP SCHEME NHS OSP SCHEME
I T Y 501 SCHEME NS oM SHEME
Legacy Employee Number PGV 2ab] 20000212
Latest Hire NTF Sent Date (€2 2=l l0 g 08-Feb-2007

[T Female Female

Pauline Matthews (Additional Supervisor) receives the notification for approval

Worklist >
NHS Employee Personal Information Process for Lawrence, Mary
From Lawrence, Mary Attachments

To Parallel Approvers Group For 40130
S504MATTHEWS,504JO5HI20

Sent 22-Mar-2018 10-14:22
Due 30-Mar-2018 10-14:22
ID 349030
Summary

Employee Name  Lawrence, Mrs. Mary
Employee Number 20055596

@ indicse:

Basic Details

1 S =~
[ G TERRET 28- Jan-2005 28-Jan-2005

I s
VI ..., v ey Lawrsnoe b My
om0 Mary

[ AR NG 20055596 20055596
N I 504172 whsoa1724
L

[N[gELelV CET =S NHS OMP SCHEME NHS OMP SCHEME
I P R TS 20000212 20000212

rter NTF Sent Date (R SIES2Iv 051 01-Jan-2001
Ny

[EUEY Female Female

Approval of the notification by either supervisor will close the natification for the other supervisor.

A
| Logged In As S04MATTHI

Home  Navigator Fan

Worklist

View Al Notifications [+

Seect Nosncnions: [0 [ [ | 12 5 % v 1w
@ sibjocio _______________________________________ smo ____|Dwnlow~ Foms______lsaws e Twes |
HR

NHS Employee Personal Information Process for Lawrence, Mary 22-Mar-2018 30-Mar-2018 Lawrence, Mary Closed
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4. Neela Joshi (Team Leader) submits a request using ESS to update her work email address

Personal Information: Review

Employee Name Joshi, Mrs_Neela
Employee Number 20095095

Review your changes and, if needed, attach supporting documents.
@ Indicates Changed Items.

Basic Details

Effective Date (AR Iypuveld

£

= XET e Joshi, Mrs. Neela
TEANENE Neela
[EESNENE Joshi
[ S T sty 20095095
Marital Status(UETEl]
Work Email Address
G T GAEIGTEN] 01-Jun-2006
CSD 3 Months (ST TeL]
CSD 12 Months[ShlTyplvel
RN RS 01- Jun-2006
S LTl H Asian or Asian British - Indian
Country of Birth [QUIE]
I [y British

2
= m
=
=
o

[e i Female

To help approvers understand the request, you can attach supporting documents, images, or links to this action.

o

Approvers

01-Jun-2006
Mrs.

Joshi, Mrs.Neela
Neela

Joshi

20095095
Married
njoshi@nhs.net g
01-Jun-2006
01-Jun-2006
01-Jun-2006
01-Jun-2006

H Asian or Asian British - Indian
India

British

Female

) Jimenes, Monica

5. Monica Jimenes (Senior Manager) receives the notification for approval. This is because there are
ADM settings (Second Level) against Wright, and so the request goes to Monica Jimenes not the

administrator.

Worklist =

NHS Employee Personal Information Process for Joshi, Neela

From Joshi, Neela Attachments
To Jimenes, Monica
Sent 19-Oct-2017 13:14:40
Due 27-Oct-2017 13:14:40
ID 347593

Summary

Employee Name Joshi, Mrs_ Neela
Employee Number 20095095

@ Indicates Changed ltems.

Effective Date (S IIRV]
Mrs.

= INETTS Joshi, Mrs. Neela

First NameJEEE}
[EERNEI Joshi
[l e =g 20095095
NINTOTET 1C123484A
EW s gny 01-Jan-1974
Work Email Address
(R =T RN | 01- Jun-2006
CSD 3 Months [SaR TRV
(&R B VN 01-Jun-2006
NHS Entry Date [QSIIIv ]
[N ERO R S ENEI N HS OSP SCHEME
Nationality Sl

[e g Female

ue)
1
@,
[a]
o
ol
ju
o,
o
=

o

3

1]

Action History

01-Jun-2006
Mrs.

Joshi, Mrs. Neela
Neela

Joshi

20095095
JC123484A
01-Jan-1%74
njoshi@nhs.net g
01-Jun-2006
01-Jun-2006
01-Jun-2006
01-Jun-2006
NHS OSP SCHEME
British

Female

e v

-

19-Oct-2017 13:14:40 Submit Joshi, Neela
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