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3. INTRODUCTION

3.1. DOCUMENT OUTLINE

The ESR Doctors In Training (RD) Interface operates between the Electronic Staff Record (ESR), the
NHS England (NHSE) Trainee Information System (TIS) and the Health Education and Improvement
Wales (HEIW) CODI system. This document describes the Resident Doctors Interface process, which
enables information to be shared across the NHSE / HEIW RD systems and ESR.

The benefits of the Interface, functional guidance and frequently asked questions are set out in the

guide to accompany the ESR-NHS0098-The Streamlined Resident Doctors Interface that NHSE, HEIW
and RD system suppliers have access to.

3.2. NAMING ABBREVIATIONS

The following naming abbreviations will be used throughout the document:

. Deanery Post Number (DPN)

. Deanery Medical Notification Spreadsheet (MEDROT)
. Resident Doctors (RD)

. Electronic Staff Record (ESR)

. General Medical Council (GMC)

. Health Education and Improvement Wales (HEIW)
. NHS England (NHSE)

. Human Resources Management System (HRMS)
. Inter Authority Transfer (IAT)

. List of Values (LOV)

. Locum appointment for service (LAS)

. Locum appointment for Training (LAT)

. Medical Staffing Officer (MSO)

. Registration Authority (RA)

. Service Request (SR)

. Trainee Information System (TIS)

. Training Post Number (TPN) — same as DPN

. User Responsibility Profile (URP)

. Virtual Private Database (VPD)

3.3. BACKGROUND

HEIW uses the Intrepid system provided by Hicom to manage their Resident Doctors. NHSE use the
TIS to manage resident doctors. These systems are independent of the ESR solution.

The Resident Doctors Interface was first made available in 2012, enabling ESR and the Intrepid System

to share information about medical training positions and medical trainee information. HEE developed
their latest system, TIS, to manage RDs in England regions using the RD Interface in 2018.

3.4. BENEFITS

The benefits derived from the RD Interface process are extensive to both the NHS Employer
Organisations and all NHS Organisations wishing to utilise the link.

In summary, the benefits are as follows:

. Reduced administrative burden on the NHS Organisation and RD personnel in entering and
transferring recruitment and updated Employee information.

. The position number and ID are used to link the applicant in the RD System to the correct RD
position in ESR, thus removing the need for Vacancy and Requisitions to be created.

Note: There are instances where the same DPN may have two different position numbers associated
with it. If this has come from the same trust then it is a case of duplicates. If it has come from two
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different Trusts then it is more than likely a case of lead and Host Trust for the training post. In the latter
case the RD System should send applications for both positions.

. Where there are duplicates i.e. the same DPN associated with more than one position number in
ESR within a Trust, a notification will be generated to the MSO advising them of instances of
these duplicates. A DPN should only be associated with only one ESR position number and
position ID from the same Trust. However, more than one individual can be associated with an
ESR position ID and DPN. This is expected when one or more individuals are in a job share i.e.
they are sharing a post and therefore position.

. Facilitates the sharing of information for Medical Trainees with both ‘lead’ and ‘host’ employers.

. NHS Trusts are made aware of the incoming and outgoing Doctors in Training much quicker
(both for rotations and for recruitment)

. Enables preparatory employment checks to be undertaken in a more efficient and speedier
manner, and supports the early running of the pre-employment IAT process.

) Improved consistency and potential improvements on data quality within both ESR and the RD
Systems.

. Consistent local and national reporting — via the ESR Local Reporting Solution, the ESR Data
Warehouse, and also RD System reports.

. Reminders about new starters will help prompt Trusts to hire a trainee.

. Improved working relations between the NHS Trusts and the RD Organisations, as the two
Organisations will be able to share the workload of updating relevant Employee information.

. Improved morale in RDs as they do not have to complete the same degree of new starter
information each time they move to a new employing organisation.

. The transfer of the competencies can be carried out via the IAT functionality and the ‘Statutory
and Mandatory’ role holder, enabling for core and essential training to be transferred with the
trainee as they rotate from Trust to Trust.

3.5. PROCESS OVERVIEW

RDs are generally recruited by and appointed to training programmes by NHSE using Oriel or HEIW
using e-solutions. Their information is subsequently stored on the RD Systems for the purposes of
managing their training programme. For NHSE this is TIS and for the HEIW this is Intrepid.

As the RD is actually employed by one or more NHS organisation(s) during the training programme,
information about the RD must also be stored within ESR.

The Streamlined interface process allows information to flow from the RD System into ESR and back
again into the RD System. Information about a RD is initially shared with ESR by the NHSE or HEIW
with the appropriate employing authority at the pre hire or ‘applicant’ stage. Once the new employer has
made a change to the RDs information in ESR, such as updating the address, this information can flow
back into the RD System as an ‘update’ to their record. This is known as Full Records Mode or the
Person Update part of the outbound Interface.

Note: Both NHSE and HEIW regions are operating in Full Records Mode. Part Records Mode is also
available as a mode of choice available to NHSE/HEIW and their RD System suppliers, however this
does not include outbound person updates from ESR is available. NHSE moved from Parts to Full
Records mode for all regions in 2020.
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4. HOW DOES THE STREAMLINED ESR AND DOCTORS IN
TRAINING INTERFACE PROCESS WORK?

4.1. STREAMLINED ESR AND DOCTORS IN TRAINING INTERFACE PROCESS
4.1.1. Process Overview

The outbound portion of the interface provides the RD System with post information for all positions in
ESR that include a Deanery Post Number (DPN). This allows the RD System to reconcile their post
information against ESR. It will therefore support them in the transfer of information of RDs to the
appropriate employer (within ESR) following the recruitment process or prior to rotation changes.

The process will also facilitate the host and lead employer arrangement where a RD occupies a position
geographically situated within one organisation, but is actually employed by another. This information
transfer is facilitated by the ‘host’ and ‘lead’ employer indicators included in the Position Description
form Workstructures element of ESR (see the ‘Setting up your Deanery Post Numbers in ESR’ section
for more details).

Once the ESR position identifiers are applied to the RD System database, the system can release RD
applications for each of the positions to the appropriate employer through this interface process (this
can be either the ‘host’ or ‘lead’ or both employers). In line with the Code of Conduct, RD information
will be released up to 12 weeks before the trainee’s projected hire date.

The Medical Rotations or ‘MEDROT’ spreadsheets, which have been a traditional method of
communicating changes to the Rotations between NHSE/HEIW and NHS Trusts to date, will be made
available through the interface process. This will be through a notification produced for the Medical
Staffing Officer role holder (MSO). There are a suite of notifications that ESR will provide to the MSOs
(see the ‘Viewing Notifications’ section) which will serve as a prompt to actions around hiring, changing
or terminating assignments among others.

If a change occurs to the rotation, such as the Trainee withdraws their application, a notification will be
generated which will notify the MSO Role holder in ESR that the application should be terminated. The
final aspect of this interface process enables changes that are applied to the ESR record for the trainee
by the Lead Employing organisation (either during the pre-employment checks or once the Trainee is
hired), to be transferred back to the RD System.

Person search screen on Intrepid:
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Person Search Screen in Trainee Information System (TIS):
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4.1.2. Information Flow

There are a number of information exchanges and activities for this process. These allow information to
pass between ESR and the RD Systems.

All processes described below assume the appropriate URP and Notification role have been allocated
to the ESR user (see the ‘Allocating the Recruitment and Applicant Enrolment Administration User
Responsibility Profile’ section for further details).

4.1.21. Individual Doctor in Training Appointment

The first flow is illustrated in the diagram below (Figure 1). The diagram shows the flow of information
and activities for a Trainee appointment. This diagram illustrates the following steps:

1.

The Workstructures Administrator within the NHS organisation assigns a Deanery Post Number
(National Post Number) against an ESR position. They should also identify whether they are the
‘lead’ or ‘host’ employer for the post where applicable. Where there are no Lead/Host
arrangements then the field should be left blank. (See the ‘Setting up your Deanery Post
Numbers in ESR’ section for further details of the ESR Workstructures maintenance process).

ESR runs the overnight interface process and the RD System receives the position information
the following day from ESR. The RD System then applies the ESR position identifier, position
number and Lead/Host employer details (where applicable) to a corresponding post in the RD
System.

Once the recruitment process is completed for the next intake and a RD is identified, they are
allocated into a post within the RD System (includes 3a and 3).

The RDs details are then released by the RD System at the agreed time prior’ to their start date,
usually around 12 weeks before. (The release of Doctors in Training’ information is an automatic
process in the RD Systems).

The MSO receives a notification advising that an Applicant record has been created in ESR at
the ‘preferred applicant’ stage. (See the ‘Applicant Notifications’ section for more information).

Using the Recruitment and Applicant Enrolment URP, the user updates the status to ‘Conditional
Offer’ and completes the pre-employment IAT process and pre-employments checks for the RD.
Any new information is then captured in ESR and the start date is confirmed.

The MSO receives a ‘New Starter Reminder’ notification 5 days prior to the projected start date,
which reminds them to hire the individual, if not already done so (See the ‘Applicant Notifications’
section for more information). Using the Recruitment and Applicant Enrolment URP, the MSO
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updates the applicant’s status to ‘Offer Accepted’, which must occur at least 24 hours before their
hire date.

The RD is hired into the post on their confirmed start date using the HR Administration URP.
(See the ‘Hiring the applicant — External Applicant’ and ‘Hiring an existing employee into a new
post’ sections for further information on the hire process).

Any changes made within ESR over the course of their employment (including the termination of
the assignment/employment) are extracted on a daily basis in readiness to share with the NHSE
Local Office/Deanery System. (The ‘Terminating the Employment’ section provides further
information on terminating the employee).

Recruitment ‘ Hire

1. ESR User

Deanery Post
Number into
ESR Position ESR completed

6. New
-4 B 5. Pre- s'ta "e.'
Application Notification 8. Changes
Record em;::oy:(nent received (5 o
created in Lo days ahead
of start
date)

enters

to RD are
captured
Form

Electronic Staff Record

2. ESR Position 3. RD Record is 9. ESR Changes
Information matched updated into the are processed
against the Deanery RD Sytem and into the Rb

Post record released to Svat
ESR ystem

HEE/ HEIW DIT System

3a. NHSE/HEIW

Recruitment
Process:
Appointment of a
training programme

Offline Activity

Figure 1

4.1.2.2. Medical Staffing Rotations Notification

The next information flow and activity diagram (Figure 2) shows the Medical Rotation Notification
process.

Note: the first three steps are the same as Figure 1 because these are pre-requisite activities for use of
the interface.

1.

2.

3.

As per step 1 in figure 1
As per step 2 in figure 1
As per step 3 in figure 1
The MSO user receives the Medical Rotations Notification and accesses the ‘rotations spread
sheet’ (‘(MEDROT’) to identify the RDs who should be either terminated or moved to their next

post within the organisation. (See the ‘Viewing Notifications’ section for more information about
this process.)
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1. ESR Userassigns . . .
Deanery Post Numberin 4. Rotations Notification

ESR Workstructures Createdin ESR

Electronic Staff Record

2. RD System reconciles 3b. RD System is
ESR position information upda!ted with agreed
against its Posts rotations
HEE/ HEIWDIT
System
3a. RD recruitment
and appointment
process completed
by NHSE/HEIW
Offline Activity
Figure 2
4.1.2.3. Update to Medical Rotation Notifications

The final information flow and activity diagram illustrates the changes process where a RD withdraws
from an appointment. If a replacement is appointed, this will also be identified to the MSO Role by the
Update to Medical Rotations Notification process.

Note: the first two steps are the same as Figure 1 because these are pre-requisite activities for use of
the interface.

The steps are:

1.

2.

3.

As per Step 1 in Figure 1
As per Step 2 Figure 1
As per Step 3 Figure 1

The MSO receives a notification advising that a RD record has been created in ESR at the
‘preferred applicant’ stage.

The RD withdraws their application to the post (as they may have decided to go Out of
Programme for a year). Consequently, the NHSE / HEIW user removes them from the post that
they were previously allocated to (include steps 5a and 5b see figure 3). An update to Medical
Rotations Notification is created when the relevant change is made in the RD System and is
communicated to ESR via the Notification file.

The MSO receives the ‘Update to Medical Rotation: Withdrawal of Application’ notification for the
Trainee previously allocated to the post. (See the ‘Viewing Notifications’ section for further
details about the ESR notification.)

The MSO end dates the application using the Recruitment and Applicant Enrolment URP. (See
the ‘Terminating an Application/Applicant’ section for details of terminating an applicant in ESR.)
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8. NHSE / HEIW seek a replacement Trainee and appoints them to the same training post within
the RD System (includes steps 8a and 8b see figure 3).

9. The MSO receives an ‘Update to Medical Rotation: Withdrawal of Application’ along with ‘Update
to Medical Rotation:’ which provides information on the withdrawal and then an Update
Notification to advise of the replacement RD. The employer receives the Applicant information for
the replacement Trainee and undertakes the necessary pre-employment checks before hiring the
individual (see Figure 1 for full details for the remainder of this process).

1. ESR user
assigns Deanery
Post Numberin
ESR

4. Application
Records
Generatedin

6. Update
Rotation
Notification
Withdrawal of

7. User and dates
the application for
the original RD

ESR

Workstructures Applicationis

received

Rotation

notification:
Replacement
Applicationis

received

8b. Alternative
RD appointed in
the RD System

3b. RD 5b. RD is
appointed to removed from

g?;ttgvniqth RD their original post

2. RD system
reconciles ESR
position information
against its Posts

HEE / HEIW DIT System

3a. RD recruitment

. 8a. Alternative RD
and appointment

sought from
recruitment process

5a. RD withdraws
from their post

process completed
by the RD System

Offline Activity

Figure 3

4.1.3. Information Types — ESR to RD Systems

Under the Streamlined RD Interface process, the outbound dataset (ESR to RD System) includes
details of Deanery Training Posts established in ESR and information relating to RDs that actively
occupy a training post. This includes personal details, qualification information, job information and
professional registration details.

For more information on the Streamlined RD (Outbound) Interface process, see ‘The (Outbound)
Streamlined RD Interface Process’ section.

The full listing of data items for the outbound flow from ESR to NHSE Deanery System is as set out
below:

NHSE / HEIW RD Training Post Record

Position Number

Person Information — Personal (Continued)

Home Telephone Number

Position Title Mobile Telephone Number

Deanery Number Work Telephone Number

Managing LETB Organisation Home Fax Number
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Host/Lead Employer Indicator

e-Mail Address

ODS Employer Code

Ethnic Origin

Employing Organisation VPD Code

Latest Start Date

ESR Organisation

Residency Status

ESR Location

Work Permit Required

Person Record

Work Permit Number

Work Permit Expiry Date

Position Number

NHS Entry Date

Position Title

GMC Registered First Name

Occupation Code

GMC Registered Surname

Area Of Work

Second Specialty

Person Information — Address

Deanery Number

Address Type

Managing LETB Organisation

Address Line 1

ODS Code

Address Line 2

Grade Trust Address Line 3

Grade Payscale Town

Grade Description County

Workplace Org Code Post Code
Country

Person Record — ESR Assignment

Assignment Status

Person Information — Professional Registration

Position Start Date

Professional Registration Scheme

Position End Date

Professional Registration Expiry Date

Staff Group Professional Registration Scheme Number
Max Part-Time flag Status
Employee Category Specialties

Start Date In Grade

Grade Trust

Person Information - Equality & Diversity

Grade Payscale

Country of Birth

Grade Description

Religious Belief

Grade Step Placement Step

Sexuality

Grade Step Placement Date From

Disability

Person Information — Personal

Person Information — Qualification

NHS Unique Identifier

Qualification Type

Employee Number

Qualification Name

National Insurance Number

Awarded Date

Last Name Establishment
First name Country
Middle Name

Maiden Name

Person Record — Absence Record

Title

Sickness Absence Actual Start Date
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Gender

Sickness Absence Actual End Date

DOB

Sickness Absence Duration

National Training Number

Absence Attendance ID

Please note, the Qualification Record is not included with NHSEs version of the Interface and the
Absence and Equality & Diversity Records are not included in either NHSE or HEIW version of the
Interface, but can be requested with the permission from the Trust(s).

4.1.4. Information Types — RD Systems to ESR

The inbound dataset (RD System to ESR) includes details of Deanery Training Posts established in
ESR and information relating to RDs that actively occupy a training post. This includes personal details,
qualification information, job information and professional registration details.

The full listing of data items for the inbound flow from RD System to ESR is as set out below:

Personal Details

Last Name *

First Name *

Middle Names

Previous Last Name

Title

DOB *

Gender

Applicant Email Address

Address

Address 1 *

Address?2

Address3

Town

County

Postcode *

Country *

Home Telephone

Mobile Telephone

Ethnic Origin Code

Country of Birth

Sexual Orientation

Religious Belief

Disability

Marital Status

Professional Registration Details (Can be more
than one)

Professional Registration Body (1)

Professional Registration Number (1)

Professional Registration Expiry Date (1) **

Professional Registration Body (2)

Professional Registration Number (2)

Professional Registration Expiry Date (2) **

Position Information

Deanery Post Number (DPN - also known as NPN)

Application Status *

Nationality

National Training Number

UK National Insurance Number

Position ID *

Position Number *

Placement / Projected Start Date

Placement / Projected End Date

Emergency Contact Information

Contact Last Name **

Contact First Name

Contact Title

Contact Gender**

Contact Home Phone No**

* Mandatory field in ESR and must therefore be supplied.
** Mandatory field only if this type of record information is being supplied (related to
Professional Registration and Emergency Contact records)
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5. EMPLOYER GUIDANCE - STEP BY STEP OPERATION
OF THE INTERFACE

5.1. PREPARING TO USE THE INTERFACE

5.1.1. Allocating the Recruitment and Applicant Enrolment Administration
User Responsibility Profile

In order for a user to operate the interface, the appropriate Recruitment and Applicant Enrolment
Administration User Responsibility Profile (URP) must be allocated to them.

Where the user also has Registration Authority (RA) responsibilities and needs to be able to create/print
Smartcards prior to the Doctors In Training hire date then the Recruitment and Applicant Enrolment
Administration (with RA) User Responsibility Profile (URP) can be allocated.

Note: It is also possible for Organisations to request a devolved medical staffing URP be created for an
organisation where they wish to control user access to medical and dental staff only.

Organisations should think carefully before requesting this as the devolved URP impacts on
performance and increases search time for finding records. A Service Request (SR) must be raised by
the organisation’s ESR Service Desk contact.

It is important to note that the Medical Staffing Teams do not use the ESR Recruitment module in ESR
within some NHS organisations. These teams may therefore require additional training support to
familiarise themselves with the functionality within this module, before they embark on using the
Streamlined ESR RD Interface.

5.1.2. Allocating the Medical Staffing Officer Role and the Statutory and
Mandatory Role

In order for a user to operate the interface effectively, someone within the Medical Staffing or
Recruitment Team must have the Medical Staffing Officer notification role allocated. This enables the
notifications created by the interface processes to be sent directly to an ESR user for their information.
In order to make a transfer for core and essential skills competencies, a member of the Recruitment or
Learning & Development team must have the Stat & Mand Competencies Ntf role allocated. The
transfer is then received and then processed via an ESR Workflow notification.

The ESR System Administrator can only undertake this activity, as they are able access the Maintain
Roles form following the path: XXX Local HRMS System and User Administration>Maintain Roles

Within the Maintain Roles form the System Administrator should scroll down (using the scroll bar

highlighted by the red arrow below), within the Role Name list to find the ‘Medical Staffing Officer’
notification role and click into the Users form (highlighted by the blue box in the illustration below).
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Eile Edit View Tools Window Help

RSO OB HP o e 2 = s E & ?
© Maintain Roles ™ = B3

Role Mame Role Type Further Information Enabled
Maternity Rtn Ntf - General |HR Manager -

v
v
HR Manage! v
v

cant Errc HR Manager

—
Users Fositions Termplates Extra Infarmation
Person User Default Role  Benefit Role  Enabled
Example, Mr. Adeanery 504 ADEANERY EXA® (=) =3 =

The appropriate Person record should be selected within the Person field (shown next to blue arrow
above) and the record saved.

5.1.3. Setting up your Deanery Post Numbers in ESR

Prior to updating your DPNs, you will need to liaise with NHSE / HEIW to understand which DPNs apply
to your Organisation’s RD Positions and capture these in ESR. These are often also referred to as
‘TPNs’ (Training Post Numbers).

Hints

It should be noted that the NHS ESR Central Team offer a Mass Update service to users who are
deploying the interface for the first time, which will make updates of 100+ posts so that the posts
include the DPN reference, Host/Lead Employer indicator and Managing Deanery Body. Users should
raise an SR on the ESR helpdesk if they require this assistance.

Successful operation of the interface requires DPNs to be recorded against unique ESR positions within
ESR. Only the person who manages Workstructures (ESR organisational hierarchy) within the solution
can complete this activity. They should have the Local Workstructures Administration User
Responsibility Profile. If you do not know who holds this responsibility within your organisation, please
contact your ESR Lead or System Administrator for further information.

The Workstructures Administrator is able to update the Deanery post details following the path:
Navigation: XXX Local Workstructures Administration>Position> Description> Extra Information>
Medical and Dental Post Details> Details

Note: Where NHSE / HEIW have notified of positions that are not funded any more, these should be
appropriately actioned on ESR manually by making them inactive.

Within the Position Description form, the Workstructures Administrator should recall the position they
wish to update. Once they have found the relevant post, they should click on the ‘Extra Information’
button (highlighted by the red arrow as illustrated below).

Navigation: XXX Local Workstructures Administration>Position> Description> Extra
Information> Medical and Dental Post Details> Details
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O Position
Narme 236103|Foundation House Officer 1)091|Anaesthetics|
Open Under Review Approved Future Actions
Position Details | Hiting Information Work Terms Additional Detail Budgets
Start Date  TIEASEeaiE
Date Effecisasi e r 1|091|Anaesthetics|
Type |Shared v Permanent Seasonal
Organization & Job
Organization 504 Anaesthetics Proposed End Date
Job  Medical and DentallFoundation Year 1 Proposed End Date
RG]
Status  |Active Start Date  01-APR-2005 Froposed End Date
Location 604 ESR Hospital Status
Effective Dates
From (01-APR-2008 To Further Info [INF]
Ezxtra Infarmation | Yalid Grades | Others. .. J

The Position Type must also be set to ‘Shared’ and the ‘Hiring Status’ set to ‘Active’ as shown in the
illustration above (highlighted by the red boxes). If ‘Active’ is not set the post details will not be passed
to the RD System, resulting in problems with the applicant transfer process.

Once the Extra Position Information form is opened (by clicking the ‘Extra Information’ button —
highlighted by the red arrow on the illustration above), the user should click on the ‘Medical and Dental
Post Details’ Type (shown next to the red arrow below). Once the Medical and Dental Post Details tab
is highlighted, the user should click into the field below, under the ‘Details’ label (shown next to the
arrow in the illustration below).

© Exira Fosition Infarmation (2361 03|F oundation House Officer 1/091 |Anaesthetics])

Type
Care Groups &

Interfaces

edical and Dental Post Details}

MNHS Leamer Restriction
Qualification Requirements for Position

Registration and Membership Requirements for Positions

Details
| 1

The System Administrator should click into the Deanery Post Number field and complete the agreed
detail. They should also click into the Managing Deanery Body and complete the relevant detail (these
fields are highlighted in the diagram below by the red arrow).

Note: The Managing Deanery Body field should always be completed by the workforce staff if an NHS
Organisation manages posts and placements from two or more Deanery regions in order to ensure that
the position details are exported from ESR to the RD System with the correct managing Deanery body
reference.

Completing this will ensure the RD system is updated with the correct information and the post and
placement notifications are allocated to the correct MEDROT when received.

If the Managing Deanery Body is left blank then the position information will be sent from ESR to the

RD system allocated to the region(s) that the NHS Organisation has activated the Interface link with. In
this scenario when the Deanery notifications are received by ESR, the post and placement information
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will be allocated to a MEDROT based on the specified region named on file in which it was sent by the
RD System.

In addition, the System Administrator should click into and apply an update to the Host/Lead Employer
Status field. The ‘Lead Employer’ holds the Employment Contract with the RD who occupies a training
post, whereas the ‘Host Employer’ may facilitate the trainee posts (on their site) but does not actually
hold the Employment Contract with the Medical Trainee. This arrangement is particularly common in the
North West and North East Regions of England, where there tends to be one main ‘Lead Employer’ and
multiple local ‘Host Employers’.

Completing this field will help NHSE / HEIW to share RD information with you and to help them to
understand whether your organisation simply hosts the Medical Training post or in fact employs the
Medical Trainee within post. This is particularly important for Host Organisations, as the default
assumption where this field is not populated is that the NHS Organisation is the Lead Employer.
It is important to note that this field also prompts when the host employer is attempting to hire a RD — it
will remind them to hire as an honorary employee.

HostLead Employer Status ]

Find %

& | | HostLead Employer Staty
| HostEmplover |
Deanery Post Number WALADIPL/S27/TYUS87 Lead Employer
Managing Deanery Body WAL ,

ss Host Employer
is Bands Band 1A
Pattern Hybrid

ver Yes For Annual Leave

The System Administrator should save the record before closing the Extra Position Information Form.

Once the Outbound RD Interface process has run within ESR overnight, the position information will be
sent to the RD System in the next daily scheduled outbound file.

When a change is made to the position information in ESR, i.e. the post number is changed or
removed; the new information will be sent to the RD System the next day.

Note: Through the natifications functionality NHSE informs of new positions that are created within TIS.
This is only a reminder of the new position and not a substitute for the communication that NHSE
should manage with Trusts when a new post / DPN is introduced. Notification is generated and
sent to the corresponding NHS organisation that this impacts, provided they have subscribed to the
interface.

5.2. INFORMING THE NHS ESR SYSTEMS INTEGRATION TEAM OF GO LIVE
READINESS

In order to deploy the Streamlined RD Interface process a Service Request (SR) needs to be raised for
the attention of the NHS ESR Systems Integration Team by each participating Trust. Prior to raising the
SR, the following steps need to be completed:

) All RD posts must be un-bucketed at the NHS Organisation

. ESR positions must be matched to NHSE / HEIW Post Numbers, and Deanery Post References
must be stored on ESR against ESR Positions

. All ESR positions that are NOT RD training posts MUST NOT have the DPN or Managing
Deanery Body fields populated.

(Please note that the NHS ESR Systems Integration Team will ask organisations to confirm their
compliance with the above requirements.)

If your organisation meets all the above conditions, then the following implementation process should
be followed:
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1. A Trust raises an SR to say they wish to go live with the Streamlined Doctor’s in Training
Interface. The SR should include:-

. SR Offering Type (Work Order): ‘Request a Service \ Junior Doctor Interfaces’.

. SR Text which states ‘Request: Go Live with the Streamlined Junior Doctor (Doctors In
Training) Interface Process with XXXX NHSE Local Office/Deanery’ and include contact details
of a person who will be the lead for the Streamlined Junior (Doctors In Training) Doctor Interface
process.

. An email from the Local NHSE / HEIW Business Manager should be attached to the SR by the
ESR Service Desk user, which confirms that the NHSE / HEIW support the implementation.

2. Once received, the NHS Systems Integration Team will respond with a checklist asking the trust
to confirm they are compliant with the items included below:

. All Resident (Doctors In Training) Doctor posts must be un-bucketed at the NHS organisation

. ESR positions must be matched to Deanery Posts, and Deanery Post References must be stored
on ESR against ESR Positions

. All ESR positions that are NOT Resident (Doctors In Training) trainee posts MUST NOT have the
Deanery Post Number or Managing Deanery Body fields populated

. They have permissions from the local NHSE office or Deanery to deploy the interface.
. Any duplicates DPNs or invalid DPNs will need to be rectified prior to go live.
3. Once confirmation is received, ESR NHS SIT will agree a Go Live date for the Interface.

5.3. OPERATING THE PROCESS

This section outlines the operating principles of the Streamlined RD Interface processes. It is intended
to provide detailed information on the Interface functionality.

5.3.1. Viewing Notifications

Once the MSO Role has been allocated, the user will be able to receive Notifications with regards to
processes the RD interface performs.

The notifications generated by the interface process are as follows:

) Deanery Applicant Notification
ESR generates this notification where an applicant has successfully or unsuccessfully been created via
the RD Interface process.

. Medical Staffing Rotation Notification

This notification is generated by the RD System. It generates a link to the Medical Rotation
Spreadsheet (MEDROT), which contains all of the NHS Organisations posts, positions, current and next
post holders (for the next rotation date). This MEDROT is created by RD region and password
protected. There are different username and passwords per region and the details can be provided by
ESR SIT after a caller ID check through an SR.

. Update to the Medical Rotation Notification — Applicant Withdrawn
This notification is generated by the RD System where an applicant on the MEDROT has been
withdrawn from their placement.

Note: Where there is replacement, this is notified through a combination of the ‘Update to the Medical
Rotation Notification’ — ‘Applicant Withdrawn’ and the ‘Medical Staffing Rotation Notification’.

. Update to the Medical Rotation Notification — Update to the Projected Start and End
Dates

This notification is generated by the RD System to advise if an applicant’s projected start and or end
date has been changed.

. Duplicate/ Erroneous Post Notification
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This notification is generated by ESR (the NHS Hub) and informs the Trusts if and when duplicate
positions have been observed. The mapping of position numbers in ESR to the DPN is a one to one
mapping. Where this is not the case i.e. where two or more position numbers are associated with the
same DPN, it will be reported via this duplicates notification.

o New Post Notification
This notification is generated by the RD System to advise of new DPNs that have been created for that
NHS Organisation.

Note, The NHS Organisation should contact NHSE / HEIW for more details before adding the new DPN
to a new ESR position.

o New Starter Reminder Notification
ESR generates this notification 5 days before projected hire by ESR to remind the MSO that a RD is
due to commence and to undertake the hire process.

When Using the Notifications functionality, ESR users should remember:

o A notification is automatically moved to the read notifications folder within ESR, once it has
been read by the user. To access older read notifications please switch the notification list from ‘Open’
to ‘All".

o The Medical Staffing Rotation Notification generates a link to an updated MEDROT which is in
an excel spread sheet format. Users are advised to save this spread sheet locally before or after
opening it, so that they can reference it at a later date, in light of the information above. Ideally the
MEDROT should also be saved in a location that can be accessed by other appropriate members of the
Team.

° Read and Unread notifications are deleted 60 days after the creation date.

5.3.1.1. Applicant Notifications

The Applicant Notification is generated each time a new applicant record is generated in ESR by the
interface process. The user is made aware that they have notifications when they first log into ESR.
They will see the popup message shown below:

J Murmber of open notifications: 9

Please use the Workflow YWorklist to view and respond to your
notifications.

The user should select ‘OK’ and then navigate to the Workflow Worklist, within the Requests Function.
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Once the Workflow Notifications screen is visible, the user should click into the appropriate Deanery
Interface Notification (Deanery Applicant Notification shown within the red box below) - to review any
messages that maybe included about the applicant processing.

Please note the ESR Workflow notifications screen shots displayed in this document may
contain formatting and colour schemes that may not match current live ESR but the content, in

terms of what it is trying to convey, is correct.
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Successful processing of an applicant record will be identified within the Notification. The details may be
supplemented by ‘Information’ or ‘Warning’ messages. The user should review the message and take
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the appropriate action. Where the applicant record has failed to load, the user will receive a Message
Type of ‘Error’ (such as in the example below).

This Notification requires ser action.

The tollewing applications have lailed to laad as pant of the Deanery Recrultment Interface. Please contact the appeopriate Deanery Body 1o have the data resent of to make
armangements to have it entered manually

Vacancy Ref Position
Number Number

Message

Numbe: Applicant N:
Deanery Number pplicant Name Type

Message
206.CCNT05Vac! 10508084 WAL/1DOPLS27ITYU987 ERROR :::‘C‘:}V item LAST_NAME not supphed. Appécation

In this instance, the user should review the error message. If it is possible to identify the reason for the
error, by reviewing the information in the “message” column, the user may contact the NHSE / HEIW
administrator and ask them to address the issue, however the applicant may now need to be direct
hired.

Note: NHSE with the TIS RD System are unable to resend applications however this is possible with
HEIW and the Intrepid RD System.

At the point of applicant exports in the RD System, where ESR required mandatory data items are
missing, it is expected that in-built validation will identify and highlight this to the RD System
administrator before the applicant record is sent.

If the applicant record is exported but rejected by ESR because of an error, the notification and error
message is also returned to the RD System via the RD Interface Confirmation file. This information is
collected for NHSE / HEIW exception reports.

5.3.1.2. Medical Rotation Notification

The purpose of the Medical Rotations Notification is to minimise offline communications between NHS
Organisations and NHSE / HEIW about RDs. The notification is designed to enable the NHSE / HEIW
to share rotation information directly to the Medical Staffing Officer via an ESR notification process. The
RD System automatically creates and sends this information to ESR.

The information is automatically transferred to ESR. A link to the MEDROT is created and shared with
the MSO within the body of the notification.

When the Medical Rotation Notification arrives, the MSO will receive An ESR workflow notification.
Once the MSO has accessed the Workflow Notifications Worklist, they should click into the Medical
Rotation Notification within the ‘Subject’ column (shown below).

Worklist

View | Ope

|subject

To ensure that the rotations information is only accessible to NHS Organisations the link is password
protected. The MEDROT is generated by the NHS Hub and the password to access it can be obtained
from the NHSE / HEIW or from NHS ESR SIT via a Service Request (Priority 5). Spreadsheets are
automatically removed after 100 days by a tidying process that runs on the NHS Hub.
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Medical Rtotation Notification

To Medical Statfie Officer
Set 17-Heb 2012 140002
o TNy

Note: The link to the MEDROT in purple font (hyperlinked).
Entering the agreed user name and password and clicking ‘OK’ should result in the next prompt asking
whether you would like to Open, Save or Cancel the action.

Note: Users should ensure that they save the spreadsheet locally for further  reference, as the
notification will be moved to the closed notification section after it is first opened. The username and
password for the Deanery Region/username in question is also not expected to change

MEDROT Format

The information captured on the MEDROT is displayed with rows of unique ESR Positions/Posts that
belong to a particular VPD. If a VPD has gone live with multiple Deanery regions then individual
MEDROTs will be produced for all regions for that VPD.

The top section of the MEDROT will display a “Changed records” section that will highlight affected
posts in a light blue, as well as shading the actual new, updated or deleted data items in dark blue.

Below the changed records section (or if they were no changed records) a “Full listing” section will
contain rows of all positions/posts the VPD holds for that region. This will also include another instance
of any changed records also displayed in the changed records section.

From left to right the MEDROT is divided into four sections which include; 1. Position (Post) details; 2.
Current Placement/Post Holder details for that post; 3. Future Placement / Next Post Holder details for
that post; and 4. Extra Info.

An example MEDROT can be found embedded here:

|;_7.E

MEDROT_Example_v

0.5.xIs
. Position (Post) Details
‘ LETB Medical Rotation Notification
Position Details
ESR TPN Number Position Organisation Location Lead Trust Area of Work
Position

Changed records (New, Updated, Deleted)
1234567 [DPN/AB10/001/STR/001 R ABC 123 ABC - Core Surgical General Infirm: Core Trainir AlZ
2345678 |DPN/BC20/001/STR/002 Regi: DEF 123 Medical Staff - Oncology Wing. Hospital |Accident and [Sn

Full listing (includes changed records)

2456789 |DPN/DE19/089/STRI001 ABC12 Specialty Registrar THE __|123 ABC - Rehabilitation Hospital Trauma and O Surgery [Re
4567891 DPN/FG18/007/STRI013 Specialty Registrar PCE (DC98) _|123 ABC - Adult Cardiology General Infirmary Ophthalmology on
6678912 |DPN/HI201/009/STR/009 Specialty Registrar PCE (DC98) _|123 ABC - Research General Infirmary Haematology Ke
1234567 [DPN/AB10/001/STR/001 Registrar ABC 123 ABC - Core Surgical General Core Traini A2
2345678 [DPN/BC20/001/STR/002 Specialty Registrar DEF 123 M Oncology Wing Hospital d Emergency S

Header — Position Details (Example above)

o ESR Position Number
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o TPN (DPN) Number
o) Position (title)
o Organisation
o Lead Trust (to be derived from the ESR position record)
o Area of Work (Speciality)
. Current Post Holder Details
Date generated : 2021/02/24 18:04:01
Current Post Holder
‘ GMC Projected End VPD Next Working Hours :
e e g Number Date Placement Indicator SRy,
Trauma &
Afzal Ahmed 7112312 14-May-21 123 1 Orth dic Surgery [
Paediatric Emergency
Smith Jane 6112345 NOT KNOWN 0.6 i 8
Reid Patrick 7071234 2 March 2021 123 0.8 Not supplied
O'Neil Marie 7017788 14 May 2021 456 1 Neuro-Ophthalmology
Malignant
Keane James 6158001 14 May 2021 789 06 Haematology
Trauma &
Afzal Ahmed 7112312 14-May-21 123 1 Orth ic Surgery [
Paediatric Emergency
Smith Jane 6112345 4 May 20 NOT KNOWN 06 i :
Header — Current Post Holder (Example above)
o Last Name
o First Name
o GMC Number
o Projected End Date
o VPD Next Placement
o Working Hours Indicator (FTE)
o Sub Speciality
. Next Post Holder Details
Next Post Holder
Last Name First Name Nan’?lfer I v'::gc?’::::‘ Email Address Wtz'::jlec:'le:urs ijeg;: S Trainee Grade | Sub Specialty
Hospital NHS Trust Trauma &
bloggs@gmail.com 15 May 2021 Orthopaedic Surgery
lospital
15 May 2021
Ross Edward 7021884 0.8 3 March 2021 F2 Not supplied
McCarthy Alan 6114357 amccarthy@doctors.org.uk [0.6 15 May 2021 ST2 Glaucoma
Allardyce Sheila 7010001 sallardyce@doctors.org.uk |1 15 May 2021 ST1 Not supplied
Hospital NHS Trust Trauma &
bloggs@gmail.com 15 May 2021 Orthopaedic Surgery
Pre-H
Emergency Medicine
o Last Name
o First Name
o GMC Number
o VPD Current Placement
o Email Address
o Projected Working Hours
o Projected Start Date
o Trainee Grade
o Sub Speciality
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. Extra Info

Extra Info

Vacant at Next
Rotation

Header — Extra Info (Example above)

o Vacant at Next Rotation

The sort order for the post and person information within the spread sheet should be by primarily by RD
Area of Work (Specialty). Each post will be listed / grouped by speciality type. Thereafter the training
post details will be sorted in order of Location, then by Organisation, then Job Role, then Position
Number and then by Last name of the trainee.

Note: The dark blue cells indicate data that has changed since the last time the Medical Rotation was
generated.

5.3.1.3. Update to the Medical Rotation Notification — Applicant Withdrawn

This notification is sent automatically by the RD System to the MSO Role when a RD previously created
has subsequently withdrawn from the appointment. This may be due to the RD deciding to go Out Of
Programme or taking up an alternative post within a different NHS Organisation.

The user should access the notification as outlined in the above sections through the Workflow Worklist.

Worklist

View | Open Notifications v | Go

Select Notifications: (_Open ) ( Reassign ) | Close )

Select All | Select None

Select From ___|Type Jsubject |sent pue |
O XX Generic Inbound Interface Notification Workflow Update to Medical Rotations 18-Feb-2012

1-25 | Next 25 &

The user should click on the hyperlink under the subject column, which states ‘Deanery — Update —
Applicant Withdrawn <Specialty>’ (see red arrow in the above illustration), and the notification will open.
The user should now be able to review the person and post details of the withdrawn application.
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Title: Medical Training - Applicant{s) Withdrawn {No specialty supplied)
Trust 1D: 123
Date of Notification: 02 Feb 2016

Last Name

Smith Frederick

withdrawn Medical and Dental Trainee

Employee/Applicant

First Name GMC Number MNumber Employee Status

Mumber Unavailzble - Person
has been removed from the
position and does not have 2
GMC record in this YPD, so
unzble to identify
Applicant/Employee Number
Position Details

ESR Position ID 993992332  TPN AAASABCCC/0O0L/YYY/001

Managing LETB  AAA Position Title Specialty Trainee Registrar

Occ Code lob 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

Employee/Applicant

Last Name First Name GMC Number MNumber Employee Status
5666666 rerson has been
removed from the position in

Turner Ruth 3333333 ESR Employee

Position Details
ESR Position ID 888388838 TPN
Managing LETB  AAA

AAASAABDDD/004/A1/001
Position Title Foundation Doctor - Year 1

Occ Code 004 lob Foundation Doctor - Year 1
Head/Lead Status Host Employer Organisation 123 MED Foundation Programme
Lead Trust 123 Location General Hospital

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.

Withdrawal Reason

3: Other

Withdrawal Reason

3: Other

The notification examples contain the following information:

Header — Withdrawn Medical and Dental Trainee

O O O O O O

Last Name

First Name

GMC Number

Employee/Applicant Number

Employee Status

Withdrawal Reason (Not currently used)

Header — Position Details

O 0O O O O O O O OO0

ESR Position ID (Number)

TPN

Managing LETB (Region)

Position Title

Occupation Code

Job

Host/Lead Employer Status (Lead Employer/Host Employer)
Organisation

Lead Trust (to be derived from the ESR position record)
Location

Once the user has reviewed the information provided, they should end date the application for the RD
concerned.

5.3.1.4.

& End Dates
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This notification is generated by the RD System, providing details of the person concerned and the
change in information i.e. Change to start date, change to End Date or both. It will urge the ESR user to
manually change the projected hire or end dates for the RD. This notification does not
automatically change the ESR record.

The notification will hold the following information:

Medical Training - Change to Project Hire/End Date

Title: Ry s

e Notification (Clinical Oncology)
Trust ID: 999
Date of Notification: 11 Mar 2016

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.

'\GMC New New
Last |First {Numb Position Projected Projected
Name |Name er Position Number Name Hire Date End Date
et i \77777 ABC/ABT00/026/SPR |Specialty 04 January 04 October
e [ 77 /003 Registrar 2016 2016

The New Projected Hire Date and New Projected End Date will only be populated where a change has
occurred. If either of these dates remains the same, this field will be blank.

5.3.1.5. New Starter Notification — Resident Doctor

This notification is generated by the ESR system, based on the Projected Hire date provided by the RD
System, and sent to the MSO Role when an applicant is due to start work in 5 days’ time.

The user should access the notification as outlined in the above sections through the Workflow Worklist.

Waorklist

Vg Dpenrln‘.mcemns W E.

Select Notifications: | Open | | Reassign | | Close |

Select All | Select None

Select From  [Type |subject |sent love |
O 304 Generic Inbound Interface Notification Workflow N Starter Remindar 17-Fab-2012

The user should click on the ‘Deanery - New Starter Reminder’ hyperlink shown below the subject field
and the notification will open up. The user should now be able to review the person and post details of
the new starter.

[k ]
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Information captured within the notification includes:
Position Number

Last Name

First Name

GMC Number

Projected Hire Date

Projected Working Hours (Not currently used)

O O O O O O

The next step should be that the user accesses the applicant record, via the HR Administration URP, to
ensure that all the required pre-employment checks have been completed. Once this is confirmed the
user may date track to the projected hire date and hire the individual into their new assignment.

5.3.2. Viewing the applicant record

To view the RD applicant record after receiving the Deanery Applicant Notification the MSO should
select the following User Responsibility Profile.

Navigation: XXX Recruitment and Applicant Enrolment Administration> Manage Applicants>
Enter and Maintain

After selecting the ‘Enter and Maintain’ option on the menu, the user should date track to the date that
the RD applicant was created in ESR. Refer date on the notification generated.

The user should search for the RD record by entering the name or Applicant number. The user should
select the ‘Find’ button and the record will be made available for review and update (shown in the
illustration below).

Eile Edit View 1 Toals Window Help

BP0 &8P £ DR LD J5 * ?
=

MNarmg
Gender Unknown z Action

Last Person Type for Action

First Person Types
Title
goFmpeson ___________________________mEm
: |
Mil Full Narme | Applicant, Mr. Dean
I Mumber | &

Person Search by number

Type | Applicant
Number 155658
R¢
Co Clear New Find ‘
Effective Dates
From 02-MAR2012 Te Latest Start Date [ 1
Addrass Application Terminate Applcant Extra Informatian Cithers
O Enter Recnstment Personal Informason =] =]
Hame
Gender | Male al Action
Aookca
Lest {Applicant Person Type for Action
First |Dean Person Types
Titha | Mr Applicant
Prof
Identification
Sufix Applicant -| [16668
e |[Hamy
Ul NI Murnber
Personal Employment  Office Details Apalicant Further Mama Other
Binh Date S:JU=RSERE |~ Age |33
Town of Buth Status |Single
Ragion of Bath Nationality |Brtish
Country of Beth |Unite Disabled
Effaciom Datos
From [0Z.MAR Latest Start Date [
Addrass Agplication Terminate Applicant Extra Informaticn Qthars.
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To view the application details for the post that the RD will be hired into, the user should click into the
‘Application’ button within the person record. (This is highlighted by the red box in the illustration above)

O Applicationidpplicant, Me. Dean Harnd

Received Terminated , - Current Employer
Date |02-MAR-2012 2-JUN-2012 [ J1
Assignment

Recruitment Activity | Wacancy
Organization 904 Anaesthetics Group |504 zcltled Sec Med|||
Job  Medical and Dental|Foundation ¥ Position |236103|Foundation House Officer

Grade |MHS|MN13|F oundation House Off Location 504 ESR Hospital
Statug |Preferred Applicant Reason
Recruiter | Application Source  Supervisor  Probation & Motice Period  Standard Conditions Miscellaneous

Name Mumber

Effective Dates
From |02-MAR-2012 To

[nterview | End Application | Extra Information J

The user will be presented with the ‘Application’ form (as shown above).

The Projected Hire Date field (highlighted by the orange box above) and the Fixed Term Contract End
Date (in the Assignment Descriptive Flex field — highlighted by the red box in the above illustration) will
be populated with the relevant dates from the RD System.

5.3.3. Hiring the applicant — External Applicant

Once all of the relevant employment checks are completed, and the applicant has confirmed that they
will be commencing work, the RD can be hired in ESR.

The user must complete the recruitment process and change the status for the applicant (in the
Recruitment and Applicant Enrolment Administration URP) before attempting to ‘hire’ within the HR
Administration URP.

Recruitment Status

The recruitment status can be updated either on an individual basis or by using the ‘Mass Update
Applicants’ functionality. Users should decide the best option for the applicants/applications concerned.
For example, where a number of the applications received are for existing employees, then the mass
update option would be the fastest and probably the most appropriate mode. This would enable the
user to update multiple applications to the ‘Offer Accepted’ status making them ready to ‘be hired’ into
their new job.

For brand new RD applicants arriving to an organisation, users may prefer to update their status
individually on completion of the pre-employment checks.

Details on how to change the status using either option is detailed as follows:
Updating Individual Applications

Navigation: XXX Recruitment and Applicant Enrolment Administration> Manage Applicants>
Enter and Maintain> Application
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[E

o8 -
[ Recoved Torminated Projected Hee Current Employer
Oste 02-MAR-2012 12JUN2012 LI |
Assignmant
Recrugment Actmty Vacancy
Organization 504 Anaesthetics Group S04 1cMied Sec Med

Effective Dates (i P S

From 02.MARZ012 Eind (

Interview End Apphtation Extra Information

On the Applications form the user should click into the ‘Status’ field (highlighted by the red arrow in the
above illustration) and recall the List of Values for the Assignment Statuses. The users should select
‘Offer Accepted’ from the choices and click ‘OK’.

Once the record is saved, the user may navigate the HR Administration URP to complete the hire
process.

Note: The Offer Accepted status must be in place at least one day prior to their start date.

Mass Update of Applicants

Navigation: XXX Recruitment and Applicant Enrolment Administration>Mass Update of
applicants

Prompt about date tracking appears — Date track to the date from which you would like the change to
be effective.

| £| Oracle Applications - TPLY - ESR Release 15.0.0.5A + loc 1.69 + ME 15.1.0.

Eile Edit Wiew Folder Tools Window Help
ERIA Y TR el A=k XA AN

) =

Functions | Documents

Manage Vacancies:

Manage vacancies

Top Ten List

4

Applicant Enralments
+ Fastpath
+ Folders

Wiew Positions

+ Workstructures

+ Request & APP-#H-50119: For changes to the status of an applicant

+ Discoverer Reparts please date track to the correct effective date. If you are
going to create interview details please restrict your
application update to a single vacancy

4#'# l#

Open
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Mass update form appears:-

| £| Oracle Applications - TPLY - ESR Release 15.0.05A = loc Lﬁﬁ_ﬁ

IE\IB Edit View Folder Tools ‘Window Help

ORACLE
E8 P L D SO0 % B ?

5 =]
HAppIicant MNurnber HRequisit\Un MName ||\/'acan:y MName ”Grade ||.Jub ”E

| | \ | | [ A
| | \ | | [
| | \ | | [

| | \ | | [

| | \ | | [ =

| | \ | | [
| | \ | | [
| | \ | | [
| | \ | | [

| | \ | | [ =
‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ 5

( select Al | [ Deselect All | [ Update... )

Search Criteria

As the Streamlined RD Interface does not require a requisition and vacancy to be set up, you must
choose another search criteria e.g. by Status of ‘Preferred Applicant’ or by Organisation or pull back All

to see all applicant records.

Once you have decided which field to search on, go into search mode by pressing the F11 key. Enter

the search query using the wildcard e.g. %XXX%Ward%10 and Ctrl F11 to execute the search.

|£| Oracle Applications - TPLY - ESR 16.0.3.0A + loc 1.71 =+ ME 15.1.0.

IE\Ie Edit View Folder Tools Window Help

o & < P

S DD L9 &6 Bl =S ?

”anatinn HStatus

[E]
E‘Jnh ”PnsitinnHOrganizatmn NameHGrnup
| urs NHSIN [Nursin B4710151 504 Ward 10

[Defautt Homell|

‘EDA ESR Hospit: |F’referred Applic]

=3

surs [NHSIN [Hursin 84710131 /504 Ward 10

[Default Homell|

‘504 ESR Hospit: |F’referred Applicn

=

[Defaul: Homell|

‘504 ESR Hospit: |F’referred Applicn

=

=
.
T urs [NHE I [ursin [84710151 504 Ward 10
.
.
.

urs [NHEIN [Hursin 84710121504 Ward 10 Default Homel| 504 ESR Hospitz Freferred Applicfnt
durs [NHZIN [Hursin (247 10121 (504 ward 10 Diefault Hornel|| 504 ESR Hospitz [Preferred Appliclfnt
durs [NHEIN [Hursin (24710121 (504 ward 10 Default Hornal)| 504 ESR Hospil:|[Preferred Appliclfnt
_JC C ]
| | | \ |
| | | \ |
[ [ | | 4 i <

i P 3

[ electAl || DeselectAl | [ Update. )

=
J

Select/Mark the Applicants to have their status updated, click the Update button then select ‘Offer

Accepted’ from the LOVs that appears. Press OK.

Note: For multiple applications for a person ensure that the correct application is marked for the status

you want.
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File Edit View Folder Tools Window Help

| 4| Oracle Applications - TPLY - ESR 160.2.0A + loc 171 + [F=SE=y
— =

ORACL

B ISP € I DEg LEDLE Bl ?
P[] 73
=3
@|PosmanHOrgamzanon Name”Group HLD:atmn HStatus

l surs MHS[N Mursin 84710151 504 Ward 10 Default Homel]| 504 ESR Hospit: Preferred Applicant =

durs| MHSIN Mursin 84710]51 504 Ward 10 Default Homell| 504 ESR Hospit: Preferred Applicant

durs| MHSIM Mursin 84710]21 504 Ward 10 Default Homell] 504 ESR Hospit: Preferred Applicant

Jurs) MHSIM Mursin 84710]%1 504 Ward 10 Default Homel|| 504 ESR Hospit: Preferred Applicant

durs| MHSIN Mursin 84710]51 504 Ward 10 Default Homell| 504 ESR Hospit: Preferred Applicant

durs| MHSIM Mursin 84710]21 504 Ward 10 Default Homell] 504 ESR Hospit: Preferred Applicant

O

O

O = 2
O

7 Status
Recruiter nrent Statuses
Select All Desel

Cancel

Finel %

At Risk Organisational Change
First Intersew

Save as an update to maintain an audit trail.

The status has now been changed for all of the chosen records.

@ Oracle Applications - - ESR 16.0.3.04 + JL+
— s -

File Edit “iew Folder Tools Window Help

HYO G HVQSP R NDEH R LEP 2R IEES 2

@|Grade ||J0b ||F'ositi0n||0rganizatiun NamE“Group HLocation ||Stalus
durs [NHSIN [Nursin (4710151 504 Ward 10 Default Homall| 504 ESR Nospit: [Offer Accepted 3
" durs [NHSIN [Narsin (84710151504 ward 10 Default Homell| 504 ESR Nospit: [Offer Accepted
" urs [MHSIN [Marsin (84710151504 ward 10 Default Hormell| 504 ESR Bospit: [Offer Accepted
" lurs [MHSIN [Marsin (84710151504 Ward 10 Default Homell| 504 ESR Nospit: [Offer Accepted
" lurs [NHSIN [Nursin B4710(51 (504 Ward 10 Default Homal| 504 ESR Nospit: [Offer Accepted
" durs [MHSIN [Nursin (84710151504 ward 10 Default Homall| 504 ESR Nospit: [Offer Accepted
L Ll | | | |
L Ll | | | L
[ | | | L |
C i | . 3
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, I 3

[ Selectal | | Deselect Al

|| Update... )

The RDs are now ready for hire into their new positions.

Hiring can only be undertaken in the HR URPs.
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Navigation: XXX HR Administration> People > Enter and Maintain

O Emter HR Pefgonal Infodmaton - Combaned: 12-JUN-2012

Mg Hire Apphcant
Gander | Male | o
Last Applicant Parson
First |Daan Parson Types
Trba |Mir Applicant
Prafix
Identification
Sy Applcant ~| |\BE6E
et ] Kl Mumber
Personal | Employment  Ofice Details Applicant Furiher Mame Cither Benefits
Birth Date |J8-DEC-1978 Age 33
Town of Bith Status | Singhe
Region of Bith Mationalty |Ertish
Couwntry of Bith | United Kingdom Dizabled
Effective Dates
From 02-MAR-2012 To Latest Start Date L
Addrass Coondact Agsignmen Special Inforrmaton Cnhers

Once the correct person record has been identified, the user should date track to the Projected Hire
Date. The ‘Enter HR Personal Information’ form is opened and the user should click onto the ‘Action’
button and select ‘Hire’ (as illustrated above).

The user will be prompted to select the person type for action. The prompt box (shown to the right of the
page) will appear on the screen. The user should select a value, as follows:

Lead Employers should select the ‘Employee’ Person Type

Person Types

Find|%

Person Type =
Contractor Mo PAYE

Contractor PAYE

Employee

External Supervisor

Honarary

Seconded (To Professional Training)

Secondee (Non Paid from External Body)

PA—
|

»

Eind | Cancel |

Host Employers should select the ‘Honorary’ Person Type (except where they have a secondary
assignment as an employee person type. If you need to retain the person type associated with their
secondary assignment then ignore the prompt that appears).

ESR will prompt the user by asking them whether they want to update the record. The user should click
the ‘Update’ button.

Upon successful hire of the Applicant, the Person Type becomes ‘Employee Ex-Applicant’. By clicking
the ‘Assignment’ button, it is possible to update the employment details for the new starter.
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5.3.4. Hiring an existing employee into a new post

This scenario is likely to occur when using the interface for internal rotations (i.e. a RD moving from one
post to another within your organisation).

When an application is sent for an existing employee (internal applicant), a new Application record is
created and associated with their Person record. This changes their person type to
‘Employee.Applicant’.

It is possible to view the new Application in the Recruitment and Applicant Enrolment Administrator
URP. This approach may be commonly used where there is an internal rotation (i.e. the Trainee moves
post but stays within the same employing organisation) as part of a RD training programme).

Navigation: XXX Recruitment and Applicant Enrolment Administration> Manage Applicants>
Enter and Maintain> Application

, Mr. Dean Harry)
Terminated

eive
Date [15-JUL-2012

Assignment

Projected Hire
01-SEP-2012

Current Employer

Recruitment Activity
Organization

Jol

Grade

3

Status

504 Obstetrics & Gynascology C
Medical and Dental|Foundation ¥
NHSIMH15|F oundation House Gif
Offer Accepted

Vacancy
Group Default Homefl|

Pasition 236104/ aundation House Officer

Location 504 ESR Hospital

Reason |

=il

|

|

Recruiter | Application Source  Supervisor  Probation & Notice Period  Standard Conditions  Miscellaneous

Mame Murnber

Effective Dates

From 15JUL-2012 To

Inteniew ‘ End Application ‘ Extra Inforrnation |

In the example above, Mr Dean Harry Applicant is due to rotate into a new post in Obstetrics and
Gynaecology. His application status has been updated appropriately in readiness for hire. Before
attempting to hire an existing employee into a new post, the application status should always be
updated to ‘Offer Accepted’ for the new post (as with the standard hire process).

To complete the hire, the user should date track to the Projected Hire date and follow the navigation

back into the HR Administration URP

Navigation: XXX HR Administration> People > Enter and Maintain> Action

© Enter HR Fersonal Information - Gombined: 01-SEP-2012

Last Applicant
Dean

Tulr.

First
Title
Prefix
Suffix
Middle

Harry

Personal

Gender |Male Action

Person Type for Action
Ferson Types

Ermployee. Applicant

Identification
Employee
NI Murmber

Action | Hire Applicant

Town of Birth
Region of Birth

Employment  Office Details Applicant Further Marme Other Benefits
Birth Date | 25-DEC-1978 Age 33
Status | Single
MNationality |Eritish
Country of Bith |United Kingdom Disabled

Effective Dates
Fram |15-JUL-2012 Taol

Address Contact

Latest Start Date |12-JUN-2012

Assignment Special Inforrmation

Others

[y
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Once the appropriate record has been selected (and appropriately date tracked), the user should select
the ‘Hire Applicant’ by clicking on the Action function on the ‘Enter HR Personal Information' form and
click the ‘Update’ option in the popup screen.

A Decision box will appear, asking if you wish to make the new assignment their Primary Assignment

© Decision

@ Do you want to update the primary assignment?

Note: if you select the Yes button, the system will overwrite the existing Assignment details with the
new Assignment (Position) details. If you select the No button, you will create a Secondary Assignment.
(Please see the ESR User Manual for full details of the implications of creating secondary
assignments).

If the applicant record is for the next rotation that replaces the current employment and is to become
their new primary assignment, the user should select ‘Yes’. This action will end date the current
assignment and create this assignment as their new post from the system effective date (the date to
which the user is date tracked).

If the RD has other active applications attached, they will be presented with the ‘Active Applicant
Assignments’ form (highlighted by the red box below). The application at ‘Offer Accepted’ status should
appear in the Accepted listing. The user should review the details and if they are correct, press ‘OK’.

[S] —Io)x
Mame -
Gender Male - Action Hire Applicant =
gy F Person Type for Action Employee
First Dean Person Types
Title | Mr Employee. Applicant

Prefix

Accepted Primary
Status Vacancy Position Organization Grade Retain End  Hire Flag
l (Offer Accep] 236104|Found 504 Obstetrics & Gyn: [NHS|MN15|Fou C

e

Town| T
Region| jnaccepted Retain  End =)
Country| | [agplication 236104|Found 504 Obstetrics & Gyn: |NHSIMN15|Fou v
Effective Dal
From 15

Addre:

Note, where there are any default values set against the previous assignment, which are missing from
the new Assignment, the system will automatically apply these values to the applicable fields in the new
assignment.

A Note box is displayed

\'3 APP-)H-05076: Please check and update the continuous

senice dates in the Additional Personal Details form.
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When the user Clicks OK on the message above, the Note box will close and the record will be saved.
The user should follow the instructions in the ‘Note’ box once before closing the Enter HR Personal
Information form.

O Decision

@ Do you want to retain the values of employee primary
assignment far the fields which are not defined in the
applicant assignment?

The user will also be prompted to decide whether they wish to retain the values of the employee
primary assignment for fields, which are not already defined by the application details. The appropriate
button should be selected on the popup illustrated above.

A local decision should be made when answering this question. Clicking ‘Yes’ would transfer a number
of data items from the old assignment e.g., some elements, supervisor etc., that may not be appropriate
for the new assignment. Check with your ESR and or HR/Payroll Lead about the locally agreed process
for this.

Once all of the decision messages have been addressed, the user will be presented with the new
assignment details in the Primary Assignment form. In the example below it is possible to see the new
‘Effective From’ date, which is the 1st September 2012 in the illustration below.

t, M

ot sel r

Organization | ZENESETIRAE ecology Clinic Group |Default Homell|
Job |Medical and DentallFoundation Year 1 Position |236104|Foundation House Officer 2|040|0hste

Grade |MHSIMN1S|IFoundation House Officer 2 Payroll 504 MonthlyT0O
Location 504 ESR Hospital Status |Active Assignment
Vacane ¥
Assignment Number | 20100556 Collective Agreement

Assignment Categery Employee Categary

Salary Information | Supenisor  Probation & hotice Period  Standard Conditions  Statutory Infarmation K3}

Salary Basis
Review Salary Review Performance

Every Every

Effective Dates
From |01-SEP-2012 To QLR

N
Grade Step \ Entries \ ﬁalary\nfwmahun‘ Costing \ Cthers. )

This confirms that the trainee has been hired into their new post.
5.3.5. Terminating the Employment

At the end of a RDs placement, their assignment should be appropriately ended. If the trainee is staying
within the same organisation (but moving to a different post), their assignment can be end dated as
described in the previous section by appointing them into their new application. If the RD is leaving an
organisations employment and moving to another employer, their employment should be formally
terminated, to remove them from the employer payroll.

To end the employment the user should follow the navigation below:
Navigation: XXX HR Administration> Fast Path> End Employment
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File Edit View Folder

Tools ‘Window Help

5588 G

A¥ Navigator - 504 HR Administration

+ \-.,J s ﬁ

Functions Documents

Fastpath:End Employment

Enter termination details

- Fastpath
Address
Assignment

Top Ten List

Assignment Extra Information
Consultant Job Plans
Contact

»

Costing

Development Support
Disabilities
Employment Checklist

Emiloimem Hlsmri

Entries
4| 3

ot || e[

“3

Once the user has selected the End Employment function, they should identify the employee through
the ‘Find’ function. The user should enter the trainee’s name and click ‘Find’.

’:';_El Find Person

Full Mame
NI Mumber

Search by number

Numbe

%dean%harry%|

r

Clear

Type | Employee

The user will be presented with the ‘Terminate’ screen. The user should enter the relevant termination
dates, ensuring the Actual termination date is completed and select an appropriate reason for leaving
(the field and the list of values options are highlighted by the red box).

Fle Bt View Folder Joois window Ll
ERANE: TN RN

Parson Typa and Assignment Status for Terminated Employes

Type Ex-Employee Status | Terminate Process

Termination Accepted By

Date Narme

te Reverge Termination

Number

=)@ 25 | & ?
= (=] 3
Length of Service
This Service Total Service
Date Stan 12-JUN-2012 Years Manths Vears Wanths
b u L o L Leaving Reasons
Termination Dates Find[%train%
Notified Projected Actual  2B-SEP-2012
Last Standard Process  30.SEP-2012 Final Process 30-SEP-2012

ning

ok ||gancel )

Once the reason for leaving and other appropriate details including completing the Additional Period of
Service Details form in the flexfield (red box) have been completed, the user should click on the
‘Terminate’ button (shown above near the red arrow). The user will be asked if they wish to continue
with the termination. If they are happy to proceed, they should click on the ‘OK’ button.
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Terraination Dates

Notified 02-SEP-2012

Type Ex-Ermployee

Termination Accepted By

Date 05-SEP-2012

Terminate

Reverse Termination

- O x
Length of Senice
This Semice Total Senice
Date Start | 12-JUN-2012 Years Manths Vears Months
Leaving Reason  End of Fixed Term Contract - 0 3 0 3

Projected  28-SEP-2012
Last Standard Process  J0-SEF-2012

Person Type and Assignment Status for Terminated Emplayee

Status Terminate Process

© Caution

Element entry
as a resuft of

&

Mame

termination?

Final Process  30-3EF-2012

the termination. Do you wis

Actual 28-SEP-2012

information has heen changed for this employee

The termination is now complete. If the user date tracks ahead of the termination data in the Enter and
Maintain screen, they are able to see the new person type of ‘Ex Employee.Ex-Applicant’ for the RD (as

shown in the example below within the highlighted ‘Person Type’ field).

‘© Enter HR Perso M = B3
Name
Gender | Male &2 Action 2
Last NI
First |Dean Person Types
Title  hr Ex-Ermployee. Ex-Applicant
Prefix
Identification
Sl Employes ~| 2010056
Middle Harry W Murmer
Personal Employment  Office Details  Applicant  Further Name Other Benefits
Birth Date |28-DEC-15978 Age [33
Town of Birth Status | Single
Region of Birth Nationality |British
Country of Binth |United Kingdom Digabled
Effective Dates
From |29-SEP-2012 To. Latest Start Date [y
Address Cantact Agsignment Special Infarmation QOthers )

5.3.6. Terminating an Application/Applicant

Where a RD withdraws from an appointment into a placement, the MSO will receive the Update to
Medical Rotation — Applicant Withdrawn notification. The user is then required to end the application
appropriately. This is an important step as it also ensures that the ‘New Starter Notification’ is not sent
to the MSO role in error 5 days before the projected hire date.

The user should access the applicant record within the Recruitment and Applicant Enrolment URP
using the following navigation (as described in previous sections).

Navigation> Recruitment and Applicant Enrolment URP> Enter and Maintain> Application

Projected Hire
25-FEB-2012

Current Employer

Assignment

Recruitment Activity
Organization

Joh

Grade

Status

504 Anaesthetics
Mledical and Dental|Senior House,
MHS[MRM21|Seniar House Officer |

Shortlisted 1st Interview

“Wacancy
Group
Puosition
Location

Reason

Recruiter | Application Source  Supewisor  Probation & Motice Period — Standard Conditions  Miscellaneous

Default Home|||
B4118|3.H.0. - Anaesthetics|091]
504 ESR Hospital

1]
]

MNarne

Nurnber

Effective Dates

From |20-FEB-2012 To

|nteniew I End Application I{ Ezxtra Information
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The user should click the ‘End Application’ button, as shown at the bottom of the screenshot above.

© Terminate Applicant 15-FEB-2012(Terminate, Mrs. Applicant)
Application Dates
Received |15-FEB-2012 Terminated |15-FEB-2012

Reason |Other ﬁ Status |Terminate Applicati

Terminated Person Type “ 1

Terminate Reverge Termination |

The user will be presented with the Terminate Applicant form (shown above). The termination date
should be entered in the ‘Terminated’ field, and the Reason of ‘Other’ in the ‘Reason’ field.

O Enter Recruitrment Personal Informati
Mame
Gender |Female s Action -

Last

First | Applicant Person Types
Title  Mrs. Ex-Lpplicant
Prefix

Identification
Suffix Applicant - | 18E27
iddle Ml Mumber  |MESS7123C

Personal Employment Office Details Applicant Further Marne Cther
0

As this is the RDs only application, this completes the termination of both the applicant and the
associated application. If the user date tracks ahead to the day after the termination, the user is able to
see (in the Enter and Maintain screen) the person type for the RD has been changed to ‘Ex-Applicant’
(as shown in the example above).

Person Type for Action
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6. ESSENTIAL INFORMATION AND QUICK REFERENCE
TROUBLE-SHOOTING GUIDE

In most instances issues with the interface are due to data quality within ESR or the RD System. As
such, these issues can generally be resolved by the user. Consequently users are expected to
investigate issues with the interface themselves before contact the NHSE / HEIW / ESR Support

Teams.

The diagram below provides an overview of key considerations when an issue is encountered and a
flowchart of decision routes for those considerations between ESR and NHSE:

RD System
NHS Applicant Is the No | 4
Organisation/ | ——> application P dnactgr\:ztch
VPD Org Checklist missing? applicant?
complete
Yes

No

Org Checklist

+ Is DPN set up against

Contact Local NHSE
Office

Via normal support roles

g
the correct position? \l, \ o ESE
Does the RD — relat_ed or
details match Interface Logs checked by NHSE PP applicant
details held in or TIS for: related related?
MEDROT 1.Export Date and outbound ESR

Filename it was added to
2.ESR Position exported with DPN

« Have the MSO
3Details that reauire correctina

workflow notifications

been checked for
errors?
Correct details or Incorrect details or

Wted

Contact ESR

ESR issue found not exported via SR
Access TIS to
Cont_actSSSR amend and/or 115 penndt
via export \
NHS Org to

Direct Hire

Contact TIS Support -

if ESR position held SStR_IPosmon

against DPN requires etail query
checking

TIS ESR
position and/or
interface file
query
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6.1.1. Useful information for Welsh ESR Users

As described earlier, the system used by HEIW is Intrepid. The following section is relevant to users in
Wales.

Within the Intrepid system, it is important for the administrator to familiarise themselves with the three
main sections of the ESR Interface Main Menu before embarking on use of the interface.

The Heading —
Displays key processing information, such as last processed date etc.

B WX

1n an effort to reduce duplicate data entry and to improve data accuracy, Hicom and Mckesson have developed an interface
between Intrepd and the ESR

The ESR interface 1s a fully automated function that provides signficant benefits to Trusts and Deanenes by facktating the
exchange of recrutment, personnel, appointment and training data.

ESR nterface last processed
ESR interface start date
ESR interface placement processing

Tuesday 10th April 2012 13:53:55
Wednesday 15t August 2012
+3 month(s)

The Workflow —

Displays the ESR process workflow and provides an interactive view to underlying data.

Key items include the Export Exceptions and Import Exceptions which highlight problems to the Intrepid
User. There is also a Manual Applicant Export function, which can be used to resend the applicant
record.

ESR INTERFACE WORKFLOW

o (8 |

— —

\Y

@D

matched to validate for
DPNs in duplicate
g Intrepid DPNs
INBOUND POSITIONS POSITION IMPORT EXCEPTIONS
2 record(s) RECONCILIATIONS 0 record(s)

0 unmatched record(s) 2 record(s)

0 unmatched record(s)

-

-

Intrepid user to contact ESR
user to rectify duplicate DPNs

Records are processed for
validation and export

-

UPDATE INTERFACE APPLICANT EXPORT EXPORT EXCEPTIONS
0 record(s) ENDIN 2 record(s)
0 unprocessed record(s) 0 pending record(s 0 unresolved exception(s)

-

‘

Intrepid user fixes exceptions to
include records in export to ESR

A

ABSENCE
1 record(s)
1 unmatched record(s)

APPLICANT EXPORT
1 record(s)

NEW STARTERS
1 record(s)

Intrepid user accepts or rejects
data updates from ESR

MANUAL APPLICANT EXPORT

MEDICAL ROTATION NOTIFICATION

Current and next post holder

information is retrieved ready
for export to ESR hub

=

0 pending record(s;

=
=
——_

e

NOTIFICATION EXPORT
2 record(s)
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6.1.1. Useful information for English ESR Users

The following section is relevant to users in England where the NHSE managed TIS system is in
use.

Hints

The TIS system has 4 exception reports, which aid the TIS user in resolving problems with the interface
process. These reports detail Missing Mandatory fields within TIS; Unmatched Deleted DPNs received
from ESR; Unmatched Pending DPNs received from ESR and the Applicant Confirmation File
Warnings.

The screen shot below shows an example of the reporting functionality in TIS, specifically error reports.

< C | @ Secure | https//build.tis.nhs.uk/metabase/dashboard/1 Q % € ® e = @E‘ @

i Apps @ NewTab HEE Personal Product

ESR Error Reports @ 2 + @ 7

EOE - Missing mandatory fields EOE - Unmatched Deleted DPNs EOE - Unmatched Pending DPNs EOE - APC Warnings

ID  Tisplacementid  Recordtype  Esrvacancy ID  Recordtype  Positionid  Deletechangein: ID  Recordtype  Positionid  Deletechangein( ID  Recordtype  Esrvacancyid  Esrvacancyr

Rows 1-4 of 97 » Rows 1-4 of 36 » Rows 1-4 of 357 » Rows 1-4 of 3172 »

6.1.2. MSO Notification: Duplicate and Erroneous positions

It is observed that there could be instances of duplicates i.e. more than one ESR positions attached to a
single DPN for a VPD in ESR. This could be caused due to user error. Hence a notification will be
provided to the medical staffing officers at the VPD to inform where this is the case.

It can be actioned as appropriate on ESR by the MSO i.e. by selecting the duplicate position and either
removing the DPN from the Position description, setting an effective end date for the position or deleting
it. The notification will be issued to the MSO.

In addition to this, and in order to ensure the quality of information that is entered around RD positions,
a notification will be generated where DPNs / Position titles are found to have erroneous information.
Duplicate and/ or Erroneous Doctor in Training Positions in ESR:

The following table presents examples of duplicate and erroneous positions that have been observed in
ESR. Duplicate positions are multiple positions associated with a single DPN. Those which are not

required should be End Dated or the DPN removed (therefore removing the association).

Erroneous positions are those where the DPN and/or position title contains erroneous characters or is
not in the expected format. In this scenario please review and correct the positions listed below as

appropriate.
Duplicate Positions
Training (Deanery) Post Number | Position Number Position Title
EOE/R2A00/003/SPR/001 8736325 Specialty Registrar
EOE/R2A00/003/SPR/001 3846736 Specialty Registrar
EOE/R2A00/084/SPR/001 9583632 Spe_malty Registrar (Core

Trainee)

EOE/R2A00/084/SPR/001 2374633 Specialty Registrar (Core
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| Trainee)

Erroneous Positions

Minimum of 4 parts required

Training (Deanery) Post Number | Position Number Position Title
DNM/SUPERNUMERARY 3846736|D-Specialty
Minimum of 4 parts required 3846736 Reg!strar (Sup)|080|Clinical
Radiology
MAN/TOBECONFIRMED 9583632|D-Specialty
9583632 Registrar

(ST3+)[091|Neurology

EOEXRCX00/052/FY7/701
First part must have 3 characters

23746333|D-Specialty
2374633 Registrar (Sup)|080|Clinical

Radiology

ESR-NHS0111 - The Resident Doctors Interface Guide v8.00 Page 42 of 48




0O O

[

O o 0o 0O

0o o oo 0O

7. IMPLEMENTATION CHECKLIST

The answer to each of the questions below should be yes, in order to proceed with the implementation
of the interface process.

Have you informed the NHSE of your intention to activate and use the Streamlined ESR RD Interface?

Does the Medical Staffing Officer (or other individuals responsible for the recruitment of RDs) have
access to the Recruitment Administration URP and do they know how to use it?

Have you set up all ESR positions relating to the RDs by entering the DPN into the position
descriptions? You can raise the Mass Update Service Request (SR) to add DPNs to ESR positions if
this involves over 100 positions.

Have you ensured that the DPN / posts and positions are ‘Active’? Also, the ESR positions are set to
‘shared’.

Have you altered all of your training posts, which were previously established as ‘Bucket Posts’ to
individual posts?

Have you allocated the new ‘Medical Staff Officer’ Notification role to someone  within your Trust?

Have you raised an SR with the NHS ESR Systems Integration Team to notify them of your wish to go
live with the Streamlined RD Interface?

] Have you confirmed your approach on rotating Doctors internally?

Have you added the Workplace Organisation Code onto your ESR Positions where you host on behalf
of another NHS Trust, such as a Lead Employer arrangement?

Have you agreed the use of the Pre-employment IAT for rotating RDs externally during their training
programme?

Have you received notification from your partner HEIW / NHSE region of the posts you will be hosting
on their behalf?

Are you aware which HEIW / NHSE region manages each of your training posts?

For example, sometimes, training posts are managed by a HEIW / NHSE region which sits outside of
your Geographical Area, but the post has a local DPN. All DPNs which are managed in this manner,
i.e. a local training post managed by a non-local HEIW / NHSE region must be managed by
ensuring that the ESR Position form holds the correct managing NHSE region details. This will
ensure the Update interface file is sent to the correct region in order to update RD information.

Has an agreement been reached on management of training post which require training outside of the
organisation?

For example a programme run and hosted within your trust, but part of that training involves a
placement off site

or
Only part of the programme is run within your organisation, but then the remainder of the placement
and pay arrangements are managed by an external trust.
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8. FREQUENTLY ASKED QUESTIONS

8.1. BUSINESS PROCESS

How can our trust make use of the ESR Recruitment Module, as we do not currently use this
functionality in ESR?

The Recruitment module is available to all Employing Authorities as part of the whole ESR solution, and
can be utilised at any time. The local ESR Administrator is able to allocate the Recruitment and
Applicant Enrolment Administration URP and MSO Notification Role to the appropriate users and no
additional setup is required to begin using the module, though some local training may be required.

Do I have to ask the NHS ESR Systems Integration Team to switch the functionality on?

In order to utilise the Streamlined RD Interface process, the ESR NHS Systems Integration Team
requires a Service Request to be raised on the ESR Helpdesk. This will prompt the team to start the
implementation process for the Streamlined RD Interface process. Please refer to the Implementation
Checklist section.

Does the Streamlined RD Interface process require users to create a vacancy and requisition
recruitment activity?

The streamlined process does not require ESR users to create a vacancy, vacancy requisition and
recruitment activity in order to initiate the interface. The streamlined interface process uses the position
number and identifier as a matching key to allow the transfer of information automatically. A user can
still create a vacancy if that is what your local process determines and organisations that have not
upgraded to the new process will still need to create a Vacancy/Vacancy Requisition.

What happens for a RD if their post sits within a University or Hospice (or other NHS site)? Will
these appear in ESR?

Users will now need to enter the Workplace Organisation Code (‘Workplace Org’) on the position DFF
for those positions that are paid by their Employing Authority but where the work is actually undertaken
on a location managed by another Employing Authority. This additional data item enables users to
comply with the following annual Medical & Dental Workforce Census requirement:

Please ensure all re-charge doctors who are directly paid by your organisation are included. In the case
of Lead Employer arrangements it is necessary for the Lead Employer to create an Employee Record
and the local organisation may wish to create an honorary (non paid) record in ESR. (Further guidance
on this approach is provided separately).

How will the interface affect Lead Employer trusts, where the training posts are physically based
at a different NHS Organisation?

It is now possible to record whether you have a host arrangement for a training post within your ESR
VPD. This information enables NHSE / HEIW to share information with the lead and host employers.

What happens if | received late notification of a new starter from the NHSE / HEIW the day before
they are due to commence work?

Use ESR’s Direct Hire Functionality. It is important to note that applicants in ESR cannot be hired on
the same day as their applicant assignment is created, as an overnight process has to be run before
this is possible.

What happens to the Deanery Post Number once the applicant leaves their post? Is it recycled?
NHSE / HEIW employ the principle that the DPN is applied to the post and not the person. Therefore,
when a person leaves a post, the DPN will continue to apply to that post but is no longer associated

with that particular individual. The DPN reference is therefore re-used when the next RD is assigned to
that position.
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How will ESR deal with the issue of RDs rotating within one trust? For example working in three
different departments/wards within a trust over a year and how the costing of this is to be handled to
ensure that the correct information is transferred to the general ledger?

The Streamlined RD Interface process supports internal rotations process. If a RD is staying with the
same employer, but moving to a different post, the new functionality should be utilised. The
Streamlined RD Interface process will create an application for an existing employee. The ESR user
may then hire the trainee into the new post on the projected hire date.

I understand that it is proposed that the Deanery Post Number must be linked to a position on
ESR. Is this correct? If so, how can I do this?

In order for the interface to work correctly you must apply the correct to each training position within
ESR. Please refer to earlier sections for further details.

What action should our organisation take if a Deanery Training Post is removed?

Using the Local Workstructures Admin URP, there are two options that your ESR Workstructures Lead
may pursue. They may either:

Deactivate the post by moving to the appropriate date (using the date tracking tool) and add an End
Date to the position — The user should ensure that there is no one actively employed in the post prior to
end-dating the post. The benefit of this approach is that you will retain the history that the position was a
Deanery Training Post and no-one can be inadvertently allocated to it.
Or

Retain the position as an active post and simply remove the reference to the Deanery Post Number,
Managing Deanery Body field and Host/Lead Employer Flag. The advantage to this approach is that the
post may still be occupied by other non-training employees.

Both options will result in the post being removed from the Streamlined RD Interface process.
Consequently, it will not be possible to transfer information (via the RD Interface) into or out of ESR for
this position or any trainee who may be due to occupy this post.

What should | do when a RD goes on maternity, parental or adoption leave?

The RDs assignment status in ESR must be updated to ‘Maternity & Adoption’. This status is then
subsequently picked up by the outbound portion of the interface, notifying NHSE / HEIW that the person
has gone on leave. This enables a replacement to be recruited against the original DPN using the
recruitment interface.

& A X

el Default Homel||
ELREHT 84696 |Director of Nursing|NDA|Administrati
SRV 504 MonthlyTOO
Status  JActive Assignment

Statuses

User Status
il Inactive Mot VWorke
Intemal Second
Maternity & Adoption
0ut on External Secondment - Paid
Out on External Secondment - Unpaid

Should we create a new position for Locum against Service (LAS) positions?

Yes; as LAS positions are not recognised training posts, organisations are advised to create and recruit
to a new position for this scenario. Many of the LAS position details may be copied from the original
training position but the LAS position must be given an Occupation Code and a Subjective Code which
identifies it as a Locum post and it must not be given a DPN.
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Should we create a new position for Locum against Training (LAT) positions?

No. LAT posts are recognised training positions and appointments are made by the NHSE / HEIW. The
position must be given a DPN in order for the interface system to operate. LAT applications will be
created via the Streamlined RD interface as per the usual process for all recruits to recognised Medical
& Dental training posts.

Although it is not necessary to create a new position, you should ensure that the Locum version of the
appropriate Occupation Code and Subjective Code is applied to the position for the period in which it is
filled by a Locum as this information is used in local, regional and national analyses. Remember to
update the Occupation Code and Subjective Code whenever a subsequent assignment is made to the
position. If the position is no longer being used for a LAT appointment then the Occupation Code and
Subjective Code should be changed back to the non-Locum version. This process will ensure that
NHSE / HEIW and also reporting at local, regional and national level will always receive and/or reflect
the appropriate data.

What should we do when two people are allocated to the one position i.e. a job share?

It is possible for ESR to hold two or more employee records (assignments) against the same Position
with a single DPN, as long as the position type is ‘shared’ in ESR Workstructures (Note: A post set up
as ‘single incumbent’ will not allow two people to occupy the same post). This approach should be
employed to accommodate Flexible Trainees. However, it is advised that the Trust are careful when
they set up these records, to ensure the correct number of hours and remuneration are applied to the
Employee assignment.

How will the interface work when a training post is managed by a NHSE / HEIW region with a
different Deanery Body code to that within the DPN? For example, an East of England post
which is actually managed by the London Deanery.

In this event the Managing Deanery Body field in ESR should be populated. The Managing Deanery
Body field is held in ESR on the same form where the DPN is currently recorded. When this field is
completed, the interface will override the DPN and use the Managing Deanery information to allow the
interface to report the position and person information outbound via the correct regional file. The Trust
must ensure the Interface is activated for both regions to include all information outbound to the RD
System and allow all applications to be received inbound.

In the example above, the DPN field should be completed with the East of England Post number, but
the London Deanery value should be selected in the Managing Deanery field thus allowing London
Deanery to receive the interface updates.

Currently our Trainee posts have many different pay scales that could be applicable to one
Deanery post. Is it possible to specify multiple pay scales (i.e. mark valid grade on the position
setup)?

Yes, it is possible to set up a Position with a number of valid pay scales (Grades); with the appropriate
one being selected for each Assignment in order for the person to receive the correct payment. This
flexibility in ESR means that it is not necessary to create a separate version of the Position for each
possible Grade that may be required. However, it is important to consult with your Finance Team, as
this will have a direct impact on the use of subjective codes, ledger and budget reports.

If a trainee occupies a post that does not contain a Deanery Post Number, but in the next
rotation is allocated to a post that does have a DPN, will the existing employee record be
matched with the new applicant record?

ESR will match existing records by comparing all existing records in the VPD and the:

Date of Birth matches

Surname matches (case insensitive)

First name matches (case insensitive)
National Insurance Number (where provided)
GMC Number

If a match is found, an applicant assignment will be created against the existing employee record.
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9. USEFUL CONTACTS AND OTHER INFORMATION

NHSE / NHSE /
Name HEIW Deanery HEIYV RD System
Region Region
Code
NHSE West .
england.programmeinform | midiands West Midlands | WMD TIS
ation.mid@nhs.net
england.neytdiservicedes
k@nhs.net
@nhs.ne gHStE North Northern NTH TIS
england.neytdiservicedes as
k@nhs.net
england.trustaccess.lase gHSE Iéent Kent Surrey & KSS TIS
@nhs.net urrey Sussex
Sussex
Health
ThorburnTi@cardiff.ac.uk | ooaron a0 | wales WAL col
mprovement
Wales
Severn SEV
england.imsupport.south NHSE South TIS
@nhs.net West South West PEN
Peninsula
england.imsupport.south NHSE Thames | wessex WES
Valley & TIS
@nhs.net Wessex Oxford OXF
NHSE East
england.programmeinform | midiands North EMD TIS
ation.mid@nhs.net
North Western | NWN
england.wpi.nw@nhs.net NHSE North TIS
West Mersey MER
. . NHSE .
england.neytdiservicedes Yorkshire & Yorkshire & YHD TS
k@nhs.net Humber
Humber
england.programmeanaly | NHSE East of | East of EOE TIS
sis.eoe@nhs.net England England
england.trustaccess.lase NHSE London | London LDN TIS

@nhs.net

To report an issue with ESR or request activation or mass update, please raise a service request with

the ESR Service Desk.
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https://lasepgmdesupport.hee.nhs.uk/support/home
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10. APPENDIX

Appendix 1 - ESR and TIS User Journey Flow Diagram

ESR and TIS User Journeys
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