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Overview 
The Workstructure details must reflect the way in which you wish to record and 

report upon your Organisation.   

Workstructures should be decided through collaboration between HR and finance 

Departments.  However the needs of Payroll and the organisation’s management 

tiers need to be considered.  

The set-up of Workstructures within ESR is critical for meaningful Organisational 

reporting. 

Many of the data items and List of Values used within ESR are driven by formal NHS 

requirements, with which all organisations must comply.  These values can be found 

in the National Workforce Data Definitions document. 

Once Organisations have been established the next step is to determine the 
positions or posts that exist within each organisation. 
 
Each Position will have a common set of attributes, for example job title, Occupation 
Code, Area of Work, Financial Code.  More than one employee can be placed in the 
Position and the funded establishment can also be set. 

Benefits 
 Workstructures set-up facilitates the availability of information at all levels of 

the Organisation.  This information can be used for planning workforce 
changes, development and re-organisation. 
 

 Establishment Control can be enabled by providing details of the Funded 
versus the Actual FTE values against Positions. 

 

 Data maintained by the Workstructures functionality is available to all other 
components of ESR –HR, Recruitment, Finance, Payroll and so on. This 
eliminates multiple data entry that is prone to error and causes much time to 
be wasted. 
 

 Information entered against Positions can facilitate interfaces with 3rd party 
systems such as the DBS Update Service and the Deanery Interface. 

 

 Qualifications, Professional Registration, DBS and Occupational Health 
requirements can be set against Positions so that if any employees in the 
Position do not have the requirements it can be identified. 
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What it looks like 

Create a Position 
 

Within ESR it is possible to have: 

A one to one relationship between the position and the employee: 

 1 post one post holder/employee 

Or a one to many relationship 

 1 post = 2 or more post holders/employees 

 

Organisations are advised that best practice is to adopt a one to many 

relationship for most positions as this makes system maintenance more 

manageable especially in larger Organisations. 
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Login to your user account and click on XXX Local Workstructures Administration. 

 



W 

 
 

 

 It’s your ESR 

Workstructures 

Positions 

 

October 2017 

 The NHS Electronic Staff Record Programme is delivered in partnership with IBM 

© NHS Electronic Staff Record 2017     Page 4 

 

Click on Description. 
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Click on the No icon to accept the current effective date or click Yes and change the 

date. 
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Click New to open the Position Form. 

 

Click in the Date Effective Name Field. 
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The NHS Position Flexfield will open with the New Position Number already 

populated.  Click in the Positon field and enter the required title.  This is a 60 

character free text field. 

Occupation Code, Area of Work and Job Role (with its associated Staff 

Group) are key fields that are used within many ESR and Data Warehouse 

reports as both outputs and as selection parameters.  It is crucial therefore 

that the relevant user guides are referred to when allocating these values.  

These guides are issued by NHS Digital. 

 

 

Click the icon next to the Occupation Code Field. 
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Highlight the correct Occupation Code for the Position and click OK. 

The Occupation Code Manual must be referred to when allocating Occupation 

Codes.  This can be found on NHS Digital website. 
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The Area of Work should be made based on the Guidance provided by NHS 

Digital. 

You will be returned to the Position Form. 

 

Click on the icon next to the Type Field. 
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Select Position Type and click on OK. 

None - should be selected if Position Types are not being used. 

Pooled – allows multiple position holders.  Pooled position type will not restrict 

position holders by the established FTE.  To restrict by the FTE defined the  

‘Shared’ Position Type should be used. 

Shared – allows multiple position holders up to the value of the FTE field. 

Single Incumbent – allows only one Employee to hold the position at any time. 
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Click on the icon next to the Organisation field. 

 

 

Select the correct Organisation and click OK. 
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If a location has been attached to the Organisation field the Location field will 

automatically populate. 

 

Click the icon next to the Job field. 
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Select the correct Staff Group/Job Role and click OK. 

The Staff Group/Job Role choice should be made based on the Guidance 

provided by NHS Digital. 

 Once Staff Group/Job Role values have been saved against a Positon they 

cannot be amended locally.  If a change is necessary, due to error or a 

change to the national value set you will need to raise an SR asking to make 

use of the Mass Update of Job Role functionality which the NHS Central 

Team will assist with. 

 

 

 



W 

 
 

 

 It’s your ESR 

Workstructures 

Positions 

 

October 2017 

 The NHS Electronic Staff Record Programme is delivered in partnership with IBM 

© NHS Electronic Staff Record 2017     Page 14 

 

Click on the icon next to the Status field. 

 

Selecting Active will mean the Position is available for use (this should 

normally be used).  Selecting Proposed will mean the Position can be used at 

some point in the future. 
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Click on the Additional Position Details DFF. 
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Click on the icon net to the Subjective Code field. 
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Select the relevant Subjective Code for the Position and click on OK. 

The correct subjective code for a Position will ensure that accurate cost 

information is applied to that Position.  This can then be used for reporting 

purposes. 
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The DBS Disclosure Type defaults to none.  You can change this if the Position 

holder requires a DBS disclosure.  Click the icon next to the DBS Disclosure Type.  

Choose the type of DBS Disclosure relevant to the Positon from the dropdown list of 

values. 

Adding this information supports the ESR link to the DBS update service, 

ensuring that only eligible Position holders subscribed to the service are 

checked. 

You can also record if the Position is eligible for a Children’s Barred List of 

Adults Barred List check. 
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Click on the icon next to the Contract Type. 
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Search for and select the relevant NHS Contract Type and click OK. 

It is important to select the correct Contract Type as this can impact the 

Position FTE.  
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The Suitable for International Recruitment field will default to no and the NHS CRS 

Position Name 1 field will default to Not Applicable.  These values can be changed. 
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The Workplace Org Code can be recorded if the Positions is based in a 

different Organisation from the Employing Authority.  This information is 

available to Data Warehouse Users and is used for reporting purposes. 

To record this click on the icon next to the Workplace Org Code field. 
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Select the required Workplace Org Code from the drop down list of values and click 

OK. 
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A Position can be identified as an Exposure Prone Procedure (EPP) or Eligible for 

OH Processing Post. 

To add EPP Post information. 

 

Scroll down in the Additional Position Details form, click on the icon next to the EPP 

Post field click Yes and OK. 

To add OH Processing Post information. 
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EPP Post and Eligible for OH Processing Information is entered for 

Occupational Health purposes.  Entering this data enables immunisations 

and checks data to be transferred securely as part of the Inter Authority 

Transfer (IAT) process and also enables gap reporting by comparing the 

Position requirements against attributes held by the employees assigned to 

the post. 
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Click OK and you will be returned to the Position Form. 

To populate the funded establishment for a Position click on the Position Hiring 

Information Tab. 

 

Enter the total FTE to be used as a funded/budgeted establishment figure for this 

Position.   

This will enable establishment control by providing reporting details of the 

Funded versus the Actual FTE values. 
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To attach the Position to a Payroll click on the icon next to the Payroll field. 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Select the required Payroll and click OK. 
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Enter Valid Grade for a Position 

To enter a Valid Grade for a Position click on the icon next to the Grade field. 

 

 

 

Select the appropriate Grade and click OK. 
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The Working Hours and Frequency fields will show the standard full time hours and 

associated frequency for the grade you have selected.  

Whilst it is not considered good practice it is possible to set up multiple valid 

grades for a Position.  If this option is considered agreement will need to be 

reached with finance colleagues as this will have a direct impact on the use of 

subjective codes, ledger and budget reports.  It may be necessary to set up 

multiple valid grades when setting up Deanery Positions where Junior Doctors 

can be on varying grades during a rotational period. 
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Enter Medical and Dental Post Details 
 

 

 

 

 

 

 

 

 

 

 

 

To enter Medical and Dental Post Details click on Extra Information in the Position 

form. 
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Click into the Medical and Dental Post field and then the Details field and the Extra 

Position form will open.  Enter all relevant information from the drop down list of 

values. 
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Complete the relevant field and click OK. 

 

Organisations are encouraged to use the Streamlined Deanery interface to 

illuminate duplicate data entry and ensure that up to date information is 

recorded and shared with the Deanery.  The Deanery Post is used as an 

identifier for matching records. 

In most circumstances it is good practice to allow more than one person to be 

assigned to a position.  However, Doctors in Training must each be assigned 

to a separate Position as the Deanery Post Number identifies an individual in 

a particular training placement. It is not possible to enter multiple Deanery 

Post Numbers against a single position.   
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Enter Qualification Requirement for a Position 

 
If there is a requirement for the Positon holder to hold a particular Qualification this 

can also be recorded against the Position. 

In the Extra Position Information form Click Qualification Requirements for the 

Position. 
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Enter the relevant Qualification.  Click OK and then save. 

 More than one Qualification can be entered against a Position if appropriate. 

 

Enter Registration and Membership Requirements for a Position 
 

If the Position has a requirement for a particular Professional Registration 

Membership this can also be recorded. 
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In the Extra Position Information form Click Registration and Membership 

Requirements for the Position and select the relevant Professional Registration 

Body. 
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You will need to select the Registration status.  Individual Registration Bodies 

require the completion of additional information in the Extra Position 

Information form.  For Medical Staff you will need to record the GMC 

Registration Status field.  For Nurses you will need to record the Registration 

Part(s).  

 
 

Once all the required information has been recorded click OK and Save. 
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End a Position 
 

To end date a Position retrieve the required Position. 

 

Enter the Position End Date in the Proposed End Date field. 

 

Enter the Proposed End Date and click on the icon next to the Hiring Status field. 
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Select the relevant Availability Status click OK and Save. 

Eliminated  - the Position is no longer in use and will not be required in the 

future.  A Position cannot be reactivated when it has been eliminated 

Frozen – No new incumbents can be placed in the Position 

Positions that are no longer required should be eliminated or frozen rather 

than deleted, as this will ensure that historic reporting is possible.  However if 

the Position has been set up in error you can delete it.  However a position 

can only be deleted before its start date and cannot be reactivated once it has 

been deleted. 
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Business Intelligence 

 

 

 

 

 

 

 

The set-up of ESR Workstructures is crucial for meaningful and accurate reporting.  
If set-up correctly information is available for all levels of the Employing Authority 
hierarchy. 
 
Dashboards on staff in post, turnover, compliance and absence management give 
HR Professionals and line manager’s key information on their workforce in a simple 
and easy to use format.  Drilling through to the detail below the headline information 
makes ESR BI essential to the HR and workforce management process. 
 

Further Information 

Further information can be obtained from the links below: 

Links 

ESR Website 

ESR User Manual (N3 Only) 

Kbase 

 

You can also contact your local ESR Account Manager or Functional Advisor 

(Details available on ESR Website) 

https://www.electronicstaffrecord.nhs.uk/
http://portal.mhapp.nhs.uk/esrusermanual/
https://www.electronicstaffrecord.nhs.uk/kbase/
http://www.electronicstaffrecord.nhs.uk/contact-us/account-managers/

