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Preparing for Pay Progression Implementation

All Wales ESR Communications
January 2020

Preparing for Pay Progression Implementation wef 1 April 2020

Comprehensive guidance is contained in the Appraisal and Pay Progression Factsheet, Pay Progression FAQs and Pay Progression Workshop documentation, please read in conjunction with this summary  

Key ESR functionality readiness for Pay Progression for Agenda for Change employees Go Live, which come into effect:  
· Phase I      1 April 2020	New starters and newly promoted staff after 1 April 2019 
· Phase II     1 April 2021	ALL Agenda for Change employees 
Pay Progression template - L&OD Group to determine at January 2020 meeting whether a National or Local template will be utilised.

Key Actions for Health Boards and Trusts
· Set up the Pay Progression Portlet for:
· MyESR – Appraisals and Reviews (includes Pay Step Date & Pay Affecting)  
· Manager, HR, Learning & Payroll Portlets
· Identify and Allocate ESR Pay Progression Roles to receive Notifications on:
· AfC Increment Deferral – HR lead for Pay Progression plus Payroll Super Users/Payroll Managers
· Pay Progression (provides details of those due for pay progression in the next 120 days) - HR lead for Pay Progression 
· Where Pay Affecting, ESR Notifications go to: 
· Employees - 4 months & 1 month before Increment Date
· Managers - MONTHLY, outlining direct reports who have a pay affecting increment within the next 90 days
· Pay Progression role holders – Monthly, outlining all employees due a pay affecting increment in the next 120 days 
· AfC Increment Deferral role holder - Notification is sent when the values, “No” or “Yes following deferral” is entered in the Overall Rating field 
· Who? Pay Progression leads in HR and Payroll 
· Review ESR MSS/SSS Hierarchy
· Start with those employees due a Grade Step Change from April 2020
· Do all Employees have an appropriate Manager / Supervisor to agree Pay Progression?  
· Are these appropriate?  Check Position Title & Grade – Any PA’s / Secretaries?
· Managers are responsible and required to Open Pay Step for an Employee.  Local training and awareness sessions for managers may be required.  
· Calculation for a Grade Step Change is based on the start date in grade, usually blank


· Pay Progression from 1 Apr 2020 will also triggered for the following: 
· Acting Up / Secondments who return to their substantive AfC grade – See ESR FAQs
· Data Quality revisions eg change from XN to XR Pay Grade – See ESR FAQs 
· Change of post in the same Band.  Enter ‘Start date in Grade’ – See ESR FAQs
· Change from Ad Hoc to AfC Grade (test)
· Rebanding (change of Grade but NOT a promotion). Enter ‘Start date in Grade’
· Transfer as part of a MOCP / TUPE transfer.  Query raised with IBM 24 Jan 20:          Can ‘Start Date Grade’ be populated nationally?
· Organisations need to determine if an ‘override’ of the start date in grade is required.   
· If so, a value can be entered into the ‘Start date in Grade’ field on the Assignment Descriptive Flex Field [DFF] – Additional Assignment Details
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· Organisations must determine the role holder to action these overrides - HR / Payroll / Workforce Information Managers.

Reporting available via:
· ESR Pay Progression Portlet for HR, Learning and Payroll
· ESR Business Intelligence NHS Staff Requirements Dashboard - Pay Progression Tab or for L&OD teams NHS Appraisal Reviews Dashboard - Pay Progression Tab 

Key ESR Pay Progression Documents for Organisations:
	Appraisals and Pay Progression Factsheet – Nov 2019
	


	ESR Pay Progression FAQ – May 2019
	


	Pay Progression Workshop – Nov 2019
	


	Pay Progression webinar – Oct 2019
2019-10-23_10.55_Appraisals_and_Pay_Progression_in_ESR.mp4 
NOTE: webinar begins at minute 10
	

	ESR Self Service Rollout – 30 Sep 2019
· Managers are responsible and required to Open Pay Step for an Employee
· ESR Self Service Rollout provides a readiness indicator
	


	ESR Business Intelligence Pay Progression Reporting – Feb 2020
	





Key Guidance for Managers
Managers are responsible and required to Open Pay Step for an Employee.  For Pay Progression to be approved, the individual’s line manager must action the following:
· Appraisal completed and recorded in ESR in the last 12 months 
· NOTE: From 1 January 2020, standardised ‘appraisal type’ MUST be used ‘AfC Development Review’ - L&OD Managers to raise awareness.  
· Pay Progression meeting, see ‘Record a Pay Progression Appraisal’
· NOTE: Staff will only receive Pay affecting increment if:
· Review Type: Pay Progression Meeting AND 
· Pay Progression outcome is Yes
· YES value is required for Pay Progression, NULL will be treated as No, as confirmation is required to enable Pay Progression
· If the Overall Rating is ‘Yes, following Deferral’ then a ‘Date of Reinstatement’ must be entered.  
· This will NOT feed the Payroll record, changes to Pay need to be amended manually 
· Managers need notify Payroll to pay back pay to the date entered 
· The AfC Increment Deferral role holder will receive a notification

Reporting is available via:
· ESR Pay Progression Portlet for Managers
· ESR Business Intelligence NHS Staff Requirements Dashboard - Pay Progression Tab (details to be circulated January 2020, following BI enhancement)

Key Documents for Managers:
	Record a Pay Progression Appraisal – Step by Step Guide 
Source: ESR infopoint
	


	ESR e-learning is available for Managers and Supervisors: 
	MSS41 
	  : 
	How do I complete a Pay Progression Appraisal?



	



Digital Workforce Systems Team, NWSSP                                                                       January 2020
image1.png
Foundation Gateway Date

Absence Accrual Start Date

Maximum Part Time

Start Date in Grade (01JAN.-2019

Department Manager Override | -




image2.emf
Appraisals and Pay  Progression Factsheetv1.0 - Nov19.pdf


Appraisals and Pay Progression Factsheetv1.0 - Nov19.pdf
Electronic Staff Record Programme m

Appraisals and Pay Progression

g,November 2019
L t's your ESR

Introduction

NHS organisations need to provide staff with clear roles and responsibilities,
personal development and line management, to support them to succeed.

An organisation-wide appraisal process helps deliver this. To assist with your
Organisations Appraisal Process ESR can be used to record Appraisal and Review
information for employees.

ESR supports the revisions to annex 23 of the Agenda for Change (AfC) terms and
conditions with the addition of a Review Type of Pay Progression Meeting.

Recording Appraisals in Self Service

Appraisals can be initiated by managers using Manager Self Service and Employees
using Employee Self Service.

Managers can initiate from My Team Career Information. Click on the Go button.

Create Standard Appraisal: People in Hierarchy

Click on the Action button in the row with the relevant employee.

The NHS Electronic Staff Record Programme is delivered in partnership with IBM
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= [YZE v reamcareer ntormation g
Create Standard Appraisal: Setup Details | Concel | saveandciose | Addpetais |

mber 20101337

"

The Review Types that can be recorded in the ESR Appraisal Functionality are:

e AfC Development Review

e Medical Appraisal

e NMC Revalidation — to assist Nurses and Midwives with their 3 yearly
Revalidation Process

e Pay Progression Meeting

e Performance Appraisal

e Preceptorship

¢ Review —which may be used to record a local review process

e Supervision —which may be used to record Clinical Supervision

You will need to ensure that you select the correct option as the list of values cannot
be restricted locally.

Create Standard Appraisal: Setup Details | Cancel | saveandciose | Addpessie

i BB B3

Complete the dates as appropriate.

The NHS Electronic Staff Record Programme is delivered in partnership with IBM
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& Search and Select List of Values - Internet Explorer = [l

Search and Select: Template

Search

Tofind your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button. [

Search By Appraisal Template ﬂ

Results

|
O) £

504 Appraisal 01-Jan-1951
J O ® ACDevelopment ;. 4050 KSF Review Tor fosessment or Review
! 2 |General Review 01-Jan-1951 KSF Review ¥$;e.f\ssessmant g:?.z'\jl
5 |KSFReview 01-Jan-1951 KSF Review ﬁ;"“e“me”t KSF Review
: 5 _?r\:ieRg'.'a\ida:ioﬂ 01-Jan-1951 ;LginR::'?\i:a:\or Ssgeel\il
s i oapcas | Carfemesson T

H100% ~

Select the appropriate Appraisal Template. Local Templates can be set up if
required. Where you are using local templates the Pay Progression meeting
outcomes will need to be recorded separately.

= Q * o o =
= simth | e Settings e Help  Close Window
Create Standard Appraisal: Setup Details | Cancol | sweandClosa | Add Dotaits |
ame Bradley15, Mr. Derek
20101337
up Detail
e
S ; . i
~ TUE Wer )
Q
Q 2

Completing the Next Appraisal Date will ensure that a Notification will be sent to the
employee 4 months and 1 month before the date entered.

If you wish to add further details to the Appraisal you can do this by clicking the Add
Details button.

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

© NHS Electronic Staff Record 2019






Electronic Staff Record Programme m

Appraisals and Pay Progression

g,November 2019
L t's your ESR

Self Service Portlets

The My ESR dashboard has an Appraisals and Reviews Appraisals And Reviews
portlet which displays the following details: assignment

. 20000291 - Staff Nurse
e Assignment
L LaSt Appralsal Date Appraisal/Review Type: AfC Development Review

. . Next Appraisal Date: 15 March 2019
e Appraisal/Review Type Pay s ot fosgnzta

ay Affecting es

e Next Appraisal Date
e Pay Step Date
e Pay Affecting

Last Appraisal Date: 10 March 2018 >

View My Appraisals

Where an employee is already at the top of their band then the value ‘“Top of Band’
will be displayed in the Pay Affecting Field.

The Manager Dashboard has a Team Appraisals Portlet.

Team Appraisals

This portlet will display a gauge showing the percentage

of Employees in your hierarchy who have completed Team Appraisals
Appraisals. Clicking the Gauge will launch the NHS Team T —
Reviews KPIreport in ESR Bl. This will enable you to analyse / ,

the figures in more detail. ( )
Clicking on the ‘Manage Appraisals’ button at the bottom of the

portlet will launch the Appraisals and Reviews as Main Appraiser
page where your responsibilities allow this access.

Pay Progression Background

The NHS Central Team worked with the pay progression sub group to understand
the policy implications from the revised annex 23. Click here to view NHS
Employers Guidance.

ESR reflects the updates to policy. This includes how employees are expected to
demonstrate that they should progress through the new pay structure.

A key change is the concept of the manager opening the pay step for the employee.

The support material released by NHS Employers states:

The NHS Electronic Staff Record Programme is delivered in partnership with IBM
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Pay step points will be closed on the payroll system for new starters to the NHS or
those promoted to a new role on or after 1 April 2019 and for all staff from 1 April
2021.

Self Service
A review type called Pay Progression Meeting review is available in ESR.

This is in addition to the AfC Development Review.

Organisations thatareyet to deploy Self Service

The Appraisal and Review form against individual assignments has been updated
and enables input of the Pay Progression Meeting and its outcomes can be input by
central users (e.g.HR).

Pay Progression Summary

The auto increment process has been re-written. Employees with a start date in the
NHS prior to 1 April 2019 remain unaffected and the process will, unless identified
otherwise, automatically update pay based on the pay-step date (previously referred
to as incremental date).

Employees new to the NHS or promoted to a higher banded role from 1 April 2019
are subject to a check within the auto increment process.

Organisations are encouraged to review how they use ESR to support the appraisals
process.

The AfC development review template is not being removed. Organisations can
continue to manage existing staff as they have done, which may include using this
review type in ESR Self Service.

Who Does This Impact

This is determined by a calculation based on the start date in grade.

To override this calculated value the user can enter a value onto the ‘Start date in
Grade’ field on the assignment DFF. This value is only required to be entered where
the default calculated value needs to be overridden.

Scenarios where this applies are: new staff to your Organisations with previous NHS
service in the same band, in this example the Start Date in Grade will need to be the
date in which they started in the grade in their previous Organisation, anyone

The NHS Electronic Staff Record Programme is delivered in partnership with IBM
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transferring where Organisations are merging or staff who are TUPE transferring into
your organisation.

Where Organisations are utilising the Portable Data Set the Start Date in Grade will
transfer from their previous Organisation so the date should be checked and updated
if appropriate.

E x|

Foundation Gateway Date =
Absence Accrual Start Date
Maximum Part Time
Start Date in Grade |01-NOV-2019
Department Manager Override

Monitor Changes

Existing employees, where the start date in their assignment linked to the grade they
are onis pre 1 April 2019, are not picked up by the new conditions in the increment
process.

Create Pay Progression Meeting

Create Standard Appraisal: Setup Details Sava and Close

Note - This is in addition to the normal appraisal an employee should have as the
completion of the appraisal is one of the key considerations in assessing pay
progression.

The NHS Electronic Staff Record Programme is delivered in partnership with IBM
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Pay Progression Meeting Form

@ PayProgression Meeting @ Participants

Create Standard Appraisal: Overview Back

@ PayProgression Meeting @ Participants
Step 2 of 2
Employes Name  Perkins, Richard Organisation 298 Ward 10
Employee Number 20000291 Job  Nursing and Midwifery Registered|Staff Nurse
Supervisor  Lye,Matt

Managers should record a Pay Progression Meeting outcome for all AfC staff who are caught by the new rules for Pay Progression (1. new starters from 01-Apr-2019 or those who have changed grade since
01-Apr-2018). These staff will no longer be automatically incremented, where the increment would resultin an increase in pay. For a pay affecting increment to oceur for these staff, then a positive outcome must
first have been recorded for a Pay Progression Meeting within the ast 365 days

Questionnaire

Click Complete Questionnaire to respond to the questionnaire listed below. Last Answered tells you when you last answered the questionnaire. Complete Questionnaire
Questionnaire Name  Pay Progression Meeting Last Answered On

PayProgression Meeting @ Returnto Top

Overall Rating ™ @
Pay Reduction [v]
Reason 1 ™
Reason 2 [v]
Reason3 [v]
Reason4 [v]
Reason5 [v]
Date of Re-instatement =]

Participants ® Returnto Top

@TIP Aparticipant is someone other than the main appraiser or appraisee who contributes to the appraisal.

Add Participan: [l IGTE o 2L AT}
FulName ____________PartipationType ________[QuestiomareName______[Update __[Delete__|

No results found.

Pay Progression Meeting can be set up in advance of the meeting.

Questionnaire
Questionnaire template will form part of the pay progression review with sections for:

e Employee Summary
e Manager Summary

e Employee Action Plan where it is noted that the employee does not meet the
required standards

The NHS Electronic Staff Record Programme is delivered in partnership with IBM
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Answer Questionnaire | cancel | gon |

Pay Progression Mesting

NATIONAL HEALTH SERVICE

Overall Rating

The Pay Progression Meeting has three outcomes - “Yes”, “Yes following deferral’
and “No”.

For those starting or promoted after 1 April 2019, a “Yes” value will be required
against the record to enable progression. A null value will be treated as a “No”. This
is to reflect the changes that confirmation is required to enable progression.

“Yes, following deferral” will be complimented by the ability to record a date that
progression should be re-instated from. This will not feed the payroll record, any
changes to pay will need to be amended manually.

Overall Rating m
1-Yes
Pay Reduction [2-No
N 3-Yes following initial deferral
Reason 1

Reason 2

iy Progression Meeting

Reason 3

Reason4

[<][<] [« [<] [<]

Reason 5

Date of Re-Instatement =)

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

A notification is sent to the existing AfC Increment Deferral role holder when the
values, “No” or “Yes following deferral” is entered in the Overall Rating field.

Deferral of Pay Progression

n  SYSADMIN
To 16B36609
Sent  77-Mas- 2019082816
0 554432303

SN - T -l ol o S ST N el

If “Yes following deferral”’ is selected, then a date must be entered in the field Date of
Re-Instatement.
This information is included in the notification that is sent to the role holder. If a

notification is actioned, for example ok is clicked the notification will close for that
user but will remain open for other users within the role until they have actioned it.

Pay Reduction

For Grades 8C and above the result of the Pay Progression Meeting can result in a
Pay Reduction and this should be recorded here.

This has two values, “Reduced by 10%” and “Reduced by 5%".

Pay Reduction is for reporting purposes only — any change to pay would need to be
amended manually. How you do this should be locally determined with your payroll
department who can also check if the employee is receiving protection.

Pay Progression Meeting

Overall Rating

[<

Pay Reduction

Reduced by 10%

<

Reason1 |Reduced by 5%

Reason 2

el
e
[<] [<] [<] [<]

The NHS Electronic Staff Record Programme is delivered in partnership with IBM
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Reasons for Non Progression

As part of the Pay Progression Meeting the following values can be selected as
reasons for non-progression. The reasons were confirmed by the pay progression
sub group.

e Local objectives/behaviors/standards have not been achieved.

e Formal capability process is in place.

e Formal live disciplinary action on record.

e Statutory and/or mandatory training not completed.

e Forline managers only - not completed appraisals for all their staff.

Up to five reasons can be recorded.

Pay Progression Meeting

Overall Rating v|

Pay Reduction

Reason 1

., |Local objectives/behaviours/standards have not been achieved
Reason2 |Formal capability process is in place
Formal live disciplinary action on record
Statutory and/or mandatory training not completed
Reason4 |For line managers only - not completed appraisals for all their staff

Reason 3

Reason 5 v

Date of Re-instatement =)

To take account of local policies and variations the list of values can be added to
using the Local HRMS Systems and User Administration URP. The values will need
to be added to the Lookup NHS_AFC_PAY_NON_PROG.

O Application Utilities Lookups HMER
Access Level
Type NHS AFC_PAY NON PROG] i
* User
Meaning |Reasons for AfC non-progression
Extensible
Application Custom HR
System
Description |Reasons for AfC non-progression
Effective Dates Enabled
Code Meaning Description Tag From To []
l NHS001 Local objectives/behav|Local objectives/behavio 01-JAN-1951 v -
NHS002 Formal capability proc |Formal capability proces 01-JAN-1951 v
NHS003 Formal live disciplinary|Formal live disciplinary & 01-JAN-1951 v
NHS004 Statutory and/or mand | Statutory and/or mandat 01-JAN-1951 v
NHS005 For line managers only|For line managers only - 01-JAN-1951 )

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

The Appraisal and Development Summary Review Type List of Values has been
updated to include the Review Type Pay Progression Meeting. Other values
relevant to Pay Progression have also been added to the form.

2 z

Review Type

{ Period Start Date
Period End Date

Appraisal Date

Next Appraisal Date

Reviewer

Pay Progression

Pay Reduction (8¢ and above) X
Non Progression Reason 1
Non Progression Reason 2 Find|%
Non Progression Reason 3

Review Type Description

Non Progression Reason 4

AfC Development Review AfC Development Review
Non Progression Reason 5 Medical Appraisal Medical Appraisal

Date of Re-Instatement NMC Revalidation NMC Revalidation
= - PODP Personal Development Plan
Passed Through Gateway X .
Pay Progression Meeting Pay Progression Meeting
Performance Appraisal Performance Appraisal
(QT ] ¢l | Preceptorship Preceptorship
RITA Record of In-Service Training Assessment
Review Review
Supervision Supenvision
1| r

Find Cancel

If Appraisal details are added via Professional forms they can be viewed on the
employee's Talent Profile in Self Service.

Rules for Progression
Staff will no longer automatically receive pay-affecting increments unless:
'Yes' has been recorded for Pay Progression for a review type of 'Pay Progression

Meeting' in the Appraisals and Development Summary Extra Information Type which
will populate when the information is entered in Self Service.

The Appraisal Date for the Pay Progression meeting is within the year prior to their
Increment date.

The NHS Electronic Staff Record Programme is delivered in partnership with IBM
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'O Further Assignment Information X

I Review Type Pay Progression Meeting l Pay Progression Meeting
Period Start Date |01-APR-2019
Period End Date m

I Appraisal Date |13-MAR-2020 I

Next Appraisal Date

Reviewer | Smith, Mr. Ben

| Pay Progression |Yes l Yes

Where these criteria are met then the Increment will proceed and a new payslip
message will be issued as follows:

e Pay Step Uplifted, Pay Step (Increment) Date Updated

MESSAGES FROM EMPLOYER

Pay Step Upﬁed‘ Pay Step (Increment) Date Updated

Where these criteria are not met then the Increment will not proceed, but the
Increment date will still be advanced to the following year on the assignment record.

A new warning message has been written to the increment process log file for this
scenario as follows:

WARNING: pay progression not set for Assignment XXXXXXXX

Manager, HR, Payroll and Learning Portlets

Pre-configured ESR Bl portlets are available inthe Manager, HR, Payroll and
Learning dashboards:

Increment Due | Assignments|
Due within 1 Month 7
Due within 3 Months 14
Due within 6 Months 43
Due within 9 Months 18
Due within 12 Months 29
Not within 12 Months 615
Grand Total 726

The portlets display the number of staff with a pay affecting progression date in the
next XX months who have not had an appraisal in the last 365 days prior to this.

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

Employee Notification
Notification is sent to employee, 4 months and 1 month before the incremental date -
only where itis pay affecting.

O information
This notification does not require a response.

Notification of an upcoming pay step progression point - Pay Affecting

To MKEmpA, John
Sent 19-Feb-201914:49:47
ID 109127

Pay Step Date: 21-JUN-2019

Pay
. Next 3 Non Non Non Non Non
. Period Period Appraisal % . Pay  Reduction ) Date of
Review Type Appraisal Reviewer
St Eng | Date | AP Progression oot et “msons | Ressons | Kimsond | Ressons  Remstaement
AN 01U MKEMPA,
2018 M. Mark  YES
e g - 01-AN-2020

Manager Notification
Notification is sent to managers on a monthly basis, outlining direct reports who have
a pay affecting increment within the next 90 days.

Worklist >

O information
This notification does not require a response.

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

[0 | Fossin [ MerotniormaionRoques

To MKMgrA Mark
Sent 19-Feb-201914:54:48
1D 109128

The follow
appropriate

mpleted

it Date Meeting Date Meeting Outcome Next Meeting Date
06-FEB-2019 Yes 01-FEB-2020

Pay Progression Role Holder and Notifications

A Notification is sent to the Pay Progression role holders on a monthly basis,
outlining all employees due a pay affecting increment in the next 45 days.

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

e Information
This notification does not require a responss.

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

m More Information Request

To XXHR_PPM_ADHOC_258_39_18052
Sent 19-Feb-2019 15:01:20
ID 109129

The following employees have a Pay Step progression point within the next 120 days. Please ensure all
appropriate activity in relation to the local policies and procedures on pay progression have been completed.

Name Assignment Number Email Address Position Name Increment Date Meeting Date Meeting Outcome Next Meeting Date
MK Emp C, Mr. Mark 20000298 MK Test 01 15-MAY-2019  06-FEB-2019 Yes 01-FEB-2020
MK Emp D, Mr. Fred 20000487 MK Test 01 15-MAY-2019

Assigning a Local Role

© Mainain Roles M = B
Role Name Raole Type Further Information Enabled =
PDS Notification HR Manager v u
Pay Progression HR Manager v
I ESE Ward 10 Pay Progressio d
Payroll Super Admin HR Manager d
Person Reminder HR Manager ! -

A local role can be set up to receive the notifications. The name of the local role
must take the format ‘%Pay Prog%’

Notifications are sent to the Local Role Holder for this organisation and all
organisations below itin the hierarchy unless itis overridden at a lower level.

The NHS Electronic Staff Record Programme is delivered in partnership with IBM
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Name 298 Ward 10 Type Department

Dates

© Add' Org. Unit Details

Frol
Organisation End Date Reason
Locatio  Welsh Qrganisation Translation

Location Addres| Agenda for Change Effective Date

ez Aisvg Hosted Organisation

ST eI CRS Organisation NACS Code

Name

5 Department Manager
lHR Qrganization|

NHS CRS Worklist
NHS CRS Sponsor
Payroll Approval Role
IAT Standard Reference Approval
Stat & Mand Competence Role
PDS Notification Role

Pay Progression Role 298 Ward 10 Pay Progression

Target Organisation
4] 3

Cancel Clear Help

Reporting

Appraisals and PMP Dashboard

This dashboard is designed to provide the user with intelligence around Appraisal
and PMP functionality within ESR. This includes information on Appraisals,
Obijectives, Questionnaires and Scorecards.

Staff Group Objectives Set __ Objectives Completed __ % Completed

Add Prof Scientfic and Technic 0 0 0.00 2603 338 12.99

Additonal Clinical Services 3 0

Admirsstratve and Clerical 2582 338 Organisatan(s) (A Column Vabe =] 51277 G (A GOl Valies) | Assgrment Category |Fed Term Tempihie bz person Type(s) | Employee; Employee [

Aled Heaith Professionals 2 0 son Type(s) (Al Coumn Valses) nment Status | KULLACNG Up;Act = Cocupation Code (Al Coumn Vakues) =] Pay Grade(s) (Al Coumn Vakes) |x)
Eatates and Ancllary 18 0 0 x| Effecte nare 03/07/2017 12:002

Healthcare Scentsts 0 0 00

Nursing and Midwifery Registered 0 0 0.00 Hext L apply, | Reset |

Plan |(A) Comn vakies) | Scorecand Stanss (A Coumn values) (x)

Apply | Reset

Assignment Number Employee Name Position Title Organisation  Plan Name Scorecard Status
12245578 Blogs, Mr. Joe | HR Manager |00 Crganisation |ESR Team 1 Not Vet Started with Manager
12345578 Biogs, Mr.Joe  |HR Manager 000 Organisation |ESR Team 1 With Worker

Eusfrash - Frint - Export - Add To riefing Book

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

© NHS Electronic Staff Record 2019






Electronic Staff Record Programme m

Appraisals and Pay Progression

g,November 2019
It's your ESR

<

Pay Progression Detail

Staff Requirements Dashboard is designed to provide the user with intelligence
around the compliance of staff with the requirements of their position including
Appraisal Reviews.

The Pay Progression Detail analysis is similar to the Appraisal Reviews detail
analysis available in this dashboard but includes a number of fields related to
Agenda for Change pay progression. It is also restricted to the employees itis
relevant for.

Appraisal Reviews

WO0%-60%  €0%-80% I 8O% - 100%

44.41%

Refresh -Print -Export - Add to Sriefing Book

The Prompts for the Pay Progression Detail are:

e Appraisal Review Effective Date

e Define New Starters

e Remove New Starters

e Review Date From

e Review Date To

e Show Reviews (Default: Latest Review Only)

e Excl. Open Sickness Absence from Appraisals

Appraisal Review Dashboard

This dashboard is designed to provide the user with intelligence around Appraisal
Reviews. Appraisal information is included within the Staff in Post Dashboard
however this is not available to Learning Administrators. This dashboard allows
Learning Administrators to access Appraisal information.

Appraisal Reviews

At | Lt st N "
| B T Drganation | Roke  Pusiion Ttk |Stall Grose:
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The following fields are available in the Extra Information Type Appraisals and
Development Summary folder in the Assignment Extra Information Type Subject
Area

e Next grade step pay affecting (Y/N),

e Reason for non-progression

e Date of pay progression reinstatement

e Audit Columns (Created/Last update by/date)

The following fields are available in the Appraisals and Development Summary folder
in the Appraisals and PMP Subject Area

e Next grade step pay affecting (Y/N)
e Reason for non-progression
e Date of pay progression reinstatement

The following fields are now available in any workforce related subject area:

e Time in Grade Step (days)

e Next Grade Step Pay Affecting (Y/N)

e Number of steps until pay affecting step (humeric)

e Date of pay affecting increment (if agreed as required above)
e The new fields will also be captured in the Change Event Log.

Local reports can be created to report on the comments entered into Questionnaires
associated with the Appraisal process.

You can find more information on ESR Business Intelligence Reports in the online
Guide to ESR Bl Dashboards. Click here to access.

61 Reports

NHS AFC Increments Due for a given Date Range and NHS Pre-Increment Report
Process identify which assignments are not progressing, due to being caught by the
new rules and not having a positive Appraisal Extra Information Type recorded in last
year.

In this case an information message of ‘No successful Pay Progression Meeting in
the last year'.

The message ‘Increment is not pay affecting’ is available in both reports to highlight
where an increment will occur, but the increment is not pay affecting.
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The 6i reports are available to the HR and Payroll URPs.
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Q: When ESR progresses the staff automatically does it also amend the pay step point so
they do not receive another one in that year?

A: The incremental process in ESR uses a date against the assignment of the employee to
identify when they are due. When the process runs the date is automatically advanced by 1
year. Manually adjusting this date could result in altering when the employee would be due
the pay step progression.

Q: If the start date in grade has not been filled out correctly for historical promotions what
impact will this have?

A: Only new starters to the NHS and promotions from the 1% of April 2019 are impacted by
the new pay step progression process. The new process calculates those to include
automatically and is not reliant on the value in the Start Date in grade field. However, if it is
populated with a date prior to 1% April 2019 these employees will be excluded from the new
progression process. Those employees joining on the same band will need this date
completed to ensure they are not included in the new process.

Q: Does it matter if | have Employee Self Service (Limited Access), will | still be able to
participate in Pay Progression functionality?

A: The submission of the Pay Progression meeting from Self Service requires Manager or
Supervisor Self Service allocation. If only ESS (Limited Access) is deployed, functions that
need approval or interaction with a manager are not available. Whilst holders of this URP will
receive notifications related to the functionality they will not be able to participate in the
review detail as this function is not available on the ESS (Limited Access) URP.

Q: Will the automatic calculation pick up those that have been on temporary promotion? i.e.
will they continue to move automatically through increments when returning to their
substantive role?

A: The temporary promotion will act as a change in grade meaning the employee will be
included in the new Pay Progression process if this is after 1% April 2019. The return to the
previous grade would also trigger a change in this date. Returning to their original role would
require manual adjustment of the Start Date in Grade to ensure they are no longer governed
by the new process — if that is applicable. Any Service accrued whilst on temporary
promotion will need to be manually adjusted to ensure a return to the correct pay point.

Q: Will the values 'Yes' 'No' or 'Yes after deferral' in self service be subject to 'payroll
approvals' to enable those holding that role in the organisation to review the decisions?

A: There are no additional approvals sent through the workflow notifications following the
decision made by the manager to select one of these values. Payroll users can make
manual adjustments to include/exclude employees and holders of the new role will receive
information detailing who is due to progress in the near future.
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Q: For those moving Trust to Trust on the same grade, can you input a start date in grade
prior to the actual start date?

A: Yes, you can enter a start date in grade that is prior to the actual start date or record
creation date. This should be done for all new joiners from the 1* April 2019 where they are
joining on the same grade as their previous role.

Q: Our Trust has already made the decision to move forward on this so we want all our staff
to be receiving pay awards based on the new process from 01/04/2019. As a workaround fix
we were thinking we could override the start in grade to 01/04/2019 to force ESR to apply —

will this work?

A: As per the guidance the Pay Progression rules are applicable to those starting or
promoted after the 1 April 2019. Existing staff should have existing processes continued
until the end of the transition period in 2021 when this will then apply to all. ESR Self
Service has an existing Development Review function that can also enable the setting of
“No” for progression where required, it is just not automatically withheld until a positive value
is added for progression.

Q: If we have implemented non-automatic progression already, can we switch off automated
progression for all?

A: As per the guidance the Pay Progression rules are applicable to those starting or
promoted after the 1 April 2019. Existing staff should have existing processes continued
until the end of the transition period in 2021 when this will then apply to all. ESR Self
Service has an existing Development Review function that can also enable the setting of
“No” for progression where required, it is just not automatically withheld until a positive value
is added for progression.

Q: The documentation assumes that the first pay step reviews will take place in March 2021.
This is on the basis that it will take at least 2 years for new joiners to reach the intermediate
or top pay step in their band. However, if pay step credit is awarded, could this not
potentially happen sooner? Take for example, an experienced non-NHS manager who joins
the NHS in a Band 8a role on 1st April 2019. It is clear they will be subject to the new
arrangements immediately. A Trust may use its discretion to give 4 years’ pay step credit on
appointment, based on relevant experience (as it is entitled to do under AfC). In that case, a
pay step to the top point would be due on 1st April 2020. Has this been taken into account in
terms of systems readiness?

A: We have included the new Pay Progression process in the March 2019 release to ensure
the ESR solution is ready to reflect these rules as soon as they come in to effect. The ESR
solution will look for a pay affecting Pay Step date (incremental change) and the process will
be invoked from 1 April 20109.
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Q: Shouldn't the notification be for every year (until at top) even where there is no monetary
increase so that the individual still moves up the scale?

A: The individual will still progress, the notification denotes that it is a pay affecting change.
Agreement with the Pay Progression sub group was reached on the requirements for all new
ESR functionality — including the decision to only send the notification on Pay Progression
for pay affecting steps to ensure the employee and manager understands the impact of this
pay step date.

Q: When we record pay progression (as a Yes or No on ESR) under manager self-service
you said that there will be a line manager only option. I.e. 'has everyone that the staff
member is line managing had an appraisal'. Will this option be available for everyone (as a
yes/no/n/w) or only staff that ESR can see has people under them that they line manage will
have this 'yes/no' option?

A: We are not able to restricted the list of values based on whether the person is a line
manager or not. The manager completing the template will, on selecting no, have to pick a
reason from the list and should chose the appropriate value for the employee .

Q: Would a move from XN to XR grades be a change to the Start date in grade on ESR?

A: Yes, as these are different grades, albeit they share the same scales. It is not advised to
change staff on these unless they are changing between already established positions in
ESR set up with the different grades. To override this the Start Date in Grade field can be
completed to reflect the time on the other grade.

Q: Will it be possible to report on which staff are receiving automatic pay increments, and
those under the new rules, during transition?

A: The Pre/Post Incremental reports in ESR show who is due to be progressed and then
who has been.

Q: Can the Employee Relations Details in ESR talk to the pay step process, automatically
preventing progression?

A: There is no automatic link between these modules so this will require the manager to
ensure there are no ongoing items in relation to Employee Relations.

Q: Does ESR have the facility to record mid-year review if this exists in our policy (i.e. 6
month review ahead of annual appraisal)?

A: The appraisal in ESR can be for a period of the appraisees’ choosing i.e. they enter the
dates to stipulate the period being covered. The pay progression aspect is then governed by
the employees’ pay step progression date and a recording of the new Pay Progression
Meeting review.
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Q: If an individual has a split role and/or multiple assignments can ESR differentiate this?
Can a worked example be provided?

A: Appraisals are managed on a per assignment basis in ESR as is the incremental process
— this is existing functionality. The new functionality will also work in this way.

Q: Can hierarchies in ESR be built against the post rather than the person to make this
process easier?

A: ESR does not use position based hierarchies.

Q: Will line managers still receive notifications automatically from ESR if the organisation
uses limited self-service (i.e. not Supervisor)?

A: Notifications will still be triggered however without a manager based user responsibility
profile in ESR they will not be able to take part in or conduct appraisals/pay progression
meetings using ESR. This will need to be managed centrally by an HR Administrator for
example.

Q: Where we don't have ESR self service how will employee Pay step dates be notified?

A: Notifications will still be triggered for those with an ESR user account, they will not be able
to take part in or conduct appraisals/pay progression meetings with ESR access. This will
need to be managed centrally by an HR Administrator for example.

Q: If a member of staff benefits from a pay step deletion will ESR alter the increment date in
ESR so that they do not move up another point automatically?

A: ESR will progress the employee to the next available point, the Pay Step Date
(incremental date) is not amended. Existing staff however will not be subject to the new
process until 2021 so the existing arrangements for these employees remains in place.

Q: Staff moving between trusts on the same band will be treated as existing staff - will ESR
know to keep the pay steps open?

A: The start date in grade will need to be entered correctly to take account of this scenario.

Q: How will staff be reminded of the annual nature of the Appraisal when the pay step is
non-annual?

A: Using ESR allows the entry of the ‘Next Appraisal Date’ when an annual appraisal is
completed. This triggers a natification to the employee/manager to remind them this is
required.
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Q: Will the IAT process need to be completed for staff moving between trusts on the same
band OR is this done centrally based on start date in band?

A: The start date in grade will need to be entered correctly to take account of this scenario.
This will not be part of the IAT process.

Q: Will IBM remove all the "1"s in the system for No of increments?
A: No, this is not part of the changes being implemented.
Q: Where is the new review type going to be input on ESR, is it under OLM?

A: yes, this will be added to the existing review and appraisal functionality, including self
service and core user forms.

Q: Will the grade start date field in ESR automatically be populated on commencement or
when the employee moves to a higher band

A: There is no automated process to populate this field, this is only required to be updated
where there is a new starter is joining on the same grade. The new Pay Progression
process has a calculation to work out those impacted from 1% April and only uses the Start
Date in grade if populated.

Q: What format will the notification be in? Will the detail be within the first notification or will
managers need to log into ESR to access the information?

A: The natification is included in those sent via email. Unless the email domain being used
is registered with NHS Digital and ESR as being secure the details will be encrypted and the
recipient will need to login to ESR to see the full details.

Q: Will ESR work automatically when considering service and experience from staff moving
between Trusts?

A: The previous start date in grade will need to be entered where a new starter is joining on
the same grade after the new arrangements come in to effect on 1% April 2019.

Q: Will new pay scales be issued separately for April 2019 and April 2020 with the ESR
grade steps (and just the points still applicable for each year)?

A: Any changes to pay scales will be managed separately to this development
Q: Will ESR still give annual increments to staff on local pay scales?
A: The developments are based on national grades i.e. this will impact all AfC staff using

these values. Local grades are not included in the changes and increments will continue to
be applied as per the existing solution.
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Q: How will grade step in ESR show pay step points for new staff and the different pay step
points for existing staff?

A: There are not different pay step points for new or existing staff within ESR. The new
process determines whether to use automatic progression or the new process which
requires the approval to progress based on service dates from 1% April 2019.

Q: Where in ESR will the field be for central input for those without Manager Self Service
and will Bl provide reporting that we can use to confirm to managers who they have requiring
pay affecting appraisal?

A: The new fields will be available in the existing appraisal and review screens from an
employee’s assignment e.g. for HR and Learning Administrators. Reports will be available
to identify staff subject to the new arrangements.

Q: Will ESR naotifications be sent to employees, managers and role holders, if self-service
isn't used?

A: Notifications are sent to those with an ESR user account, this is not dependent on the
URPs they hold. To enable a manager to interact with ESR to update the outcomes of the
pay progression meeting then a Manager or Supervisor account will be required. If no user
account is created notifications are not sent.

Q: In the case of staff moving posts (internally or externally) at the SAME band, is this
compatible with the ESR changes i.e. that it is run off post change dates since April 20197

A: The start date in grade will need to be entered correctly to take account of this scenario.

Q: Will ESR be removing the current review types as there are many that are no longer valid
or used. Some include Review and KSF - it may confuse managers when using ESR (some
may not pick the correct one if they are all listed)

A: The review types, Foundation and 2™ Gateway are being end dated. There are no current
plans to remove other existing review types, however this is something we will monitor and
take into consideration with our ESR special interest groups.

Q: Will ESR make the line managers only option available just for those who have direct
reports under them as recorded on ESR?

A: We are not able to restricted the list of values based on whether the person is a line
manager or not. The manager completing the template will, on selecting no, have to pick a
reason from the list and should chose the appropriate value for the employee.
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Q: How will ESR recognise who's on the new progression system? Will a marker be required
and who would be responsible for adding this to ESR? Does ESR allow us to differentiate
between staff on transitional arrangements and on new arrangements?

A: The new Pay Progression process includes an update to the Increment Process run by
payroll departments. An automated calculation determines who to include in the new
process from 1% April 2019. The start date in grade field within ESR can be used to override
this if an individual is joining your organisation on the same grade and so are not new
starters or promotions to be included in the new process.

Reporting in ESR BI will allow affected staff to be identified.

Q: If areview is recorded as a No, what are the next steps? Do they set up a further review
and then enter that into ESR? If this next review is a Yes, what happens with the increment -
is it backdated or is the incremental date in ESR changed to the new Review?

A: The next step in this scenario after entering yes or yes following deferral is that a manual
intervention would be required to decide on a case by case basis how the award of any
back-pay is treated or whether the award is from the date following deferral.

Q: At the moment managers can't see their staff's salary/pay point on ESR - will this be
rectified?

A: This is available to managers already through the ESR Bl Real Time Staff List.

Q: Will the ESR notification sent to Managers only be for New Starters and Promotions after
1st April 2019, or will it be sent for all staff receiving a pay increase?

A: This will be for any AfC staff identified as part of the new rules e.g. new starters and
promotions where the pay step is a pay affecting one.

Q: We don't use ESR self service for appraisals (we use another IT system). Is it possible to
import data into ESR from external systems?

A: We do not offer this facility for appraisal information.

Q: How will the new pay-scales appear in ESR? Will it be similar to consultants where they
move to a different grade step each year (however there may not be additional payment
linked to this) or will the individual remain on same pay point until their pay review is due?

A: The payscales in ESR reflect a value for each pay step — where there is a number of
years between pay affecting pay steps the employee will move to a new step but the pay
remains the same. This will only be halted where a successful pay progression meeting has
not been recorded on ESR where a pay step is pay affecting.
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Q: How will it work in ESR where we want to switch off the automatic progression
functionality for all (existing as well as new staff) from 1st April 2019? Will this require
manual intervention?

A: As per the guidance the Pay Progression rules are applicable to those starting or
promoted after the 1 April 2019. Existing staff should have existing processes continued
until the end of the transition period in 2021 when this will then apply to all. ESR Self
Service has an existing Development Review function that can also enable the setting of
“No” for progression where required, it is just not automatically withheld until a positive value
is added for progression.

Q: Can a 4 month natification go to role holders too?

A: This has not been included in the design as it was considered the volume of data would
potentially be too great and would also be available through reporting.

Q: It was stated that the new portlet for staff could be added to their own page - is it possible
for this to be a default that it is, rather than staff having to choose to drag over? Thanks

A: As an organisation you can control what the default view of the dashboard is for ESR
users.

Q: If we do not use the self service functionality will payroll staff have to add the review type
e.g. 'yes' in order for the pay progression to action automatically?

A: Yes, a professional user with access to the data items will need to enter this information.

Q: For Trusts not using self service, will they be able to run pre payroll increments in
advance and then compare staff due and incremental against training records to determine
whether they should progress with a pay step.

A: Information relating to incremental pay dates is already available in ESR BI for this
comparison to take place. As per the new Terms and Conditions of Service it is essential
that the line manager is involved in the review of this and the appropriate outcome recorded.

Q: If the Trust currently uses an alternative system for recording appraisal data will this need
to be recorded in ESR too?

A: Yes, a professional user with access to the data items will need to enter this information
or self service will need to be used.
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Q: Where staff are transitioning from Band 1 to Band 2 as part of the band 1 closure, this will
not be a promotion. Will ESR know how to deal with this to retain automatic progression until
20217

A: The start date in grade will need to be entered to take account of this scenario. A date
prior to 1% April 2019 will need to be added to override this being seen as a promotional
grade change.

Q: For new staff or promoted staff when do you enter the Yes, No, or Yes deferral, is this
entered when the record is created or just before they are due the pay step?

A: This is recorded as part of the pay progression meeting using the appraisal and review
functionality in ESR. This should be done in a timely manner prior to the pay step
progression date, and reflect the outcomes of the meeting.

Q: How does the portlet get added in ESR - does HR add it to the dashboard, or does the
employee select it as part of their individual dashboard?

A: Organisations can control the appearance of the ESR portal dashboards available using
the Portal Administration role, or allow employees to control this themselves.

Q: Is the pay step automatically opened by the manager ticking 'yes' or will this then go to a
report to payroll to work from?

A: Once the information is entered this employee will be progressed, no further intervention
is required.

Q: Will there be an ESR module for managing the buying and selling of annual leave or
should employers expand existing systems for buying leave where they have them

A: NHS Employers have indicated they will be considering guidance on this and once any
progress is made ESR will consider what changes if any are required to help facilitate this.

Q: Will there be any ESR functionality relating to the re-earnable pay at the higher bands?- |
appreciate it has been noted that further guidance is to follow.

A: Once the details of the requirement are fully understood this will be evaluated by ESR to
see if functional changes are necessary.
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Q: Is there a timeframe for the user to enter the pay progression? Can a user enter the
review immediately after a performance appraisal (potentially months before pay
progression), or should it be within so many days of the increment coming due?

A: The ESR solution will check if there has been a pay review meeting within the last 365
days at the point that the date for progression occurs, so recording this before the
progression would not present a problem. Recording the meeting should be done in a timely
manner prior to the pay step progression date, and reflect the outcomes of the meeting.

Q: How will it work with ESR and pay progression where someone starts new into the NHS
after 1st April 2019, but we wish to recognise private service towards the years of service
and therefore the point we start individuals on?

A: They would come under the new starter arrangements but can be agreed locally to
recognise this service and allocate to the appropriate pay step recognising previous service
you wish to take into account.

Q: Is the manager notified again after selecting 'No' of the need to review and if so what is
the time frame e.g. 1 month?

A: There are no subsequent notifications.

Q: Are all existing ESR reports and portlets regarding appraisals going to exempt the new
review type?

A: The new values will be available in ESR BI, and can be filtered in/out to meet the
requirements of the user. New portlets will be made available for organisations and
individuals to manage.

Q: If a new starter joins who is partway through their pay step journey in a grade can the
numbers of years in grade be recorded in ESR so they don't have to start again?

A: The start date in grade will need to be entered correctly to take account of this scenario.

Q: We enter the start date in grade as the date the employee joins our Trust we do not
amend this for employees that transfer from another trust. How will these be identified?

A: If the employee transfers on the same grade then the start date in grade will need to be
entered and the previous date retained.

Q: Is there going to be an element released to allow Payroll to identify new starters and
promotions?

A: Reports and natifications already exist in ESR to identify new starters and promotions.
Elements are not used to identify new starters or promotions.
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Q: Will ESR let us enter an incremental date for staff who transfer from another Trust on the
same pay band so that they can continue receiving the same increments that they were
getting prior to 1 April?

A: If the employee transfers on the same grade then the start date in grade will need to be
entered and the previous date retained.

Q: How will someone's 'years of experience' (formerly increment point) be recorded in ESR?
It's still recorded as an increment number e.g. point 23 for the top of band 5. Will this
change?

A: The underlying functionality is not changing. We will retain the terminology centrally
around Increments and pay points. We are reflecting the new terminology where possible
for employees — so referring to Pay Start Date in notifications etc. that employees receive.
Q: With regards to ESR portlet; what review type will the 'last appraisal date' work from?

A: This will identify any review type held in ESR.

Q: With regards to ESR portlet; is the next appraisal date based on the date entered into the
'previous' appraisal data or simply 12 months on from the last appraisal date?

A: This is based on the data recorded in ESR against the appraisal.

Q: When implementing the changes for new starters/promotions are we still entering
incremental dates and the number 1 in ESR?

A: The incremental number and dates will continue to control the process of pay progression
within the band for each employee and will therefore need to be maintained.

Q: Is there functionality for ESR to interface with another system if we do not record
Appraisal on ESR currently.

A: Interface functionality does not exist and the information will need to be entered in ESR.

Q: How will ESR determine a start date to calculate if someone is in the new or old

scheme. Currently the start date in grade is the date the position was changed. It does not
consider previous time in a band. For example Band 5 April 2018 to June 2018, band 4, July
2018 to Dec 2018, and band 5 Jan 2019 onwards. ESR would record start date in grade as
Jan 2019.

A: The start date in grade will need to be entered correctly to take account of this scenario.
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Q: Will ESR calculate re-earnable process for band 8C, 8D and band 9

A: Once the details of the requirement are fully understood this will be evaluated by ESR to
see if functional changes are necessary.

Q: Are all the details of the pay progression meeting (including comments) available in BI?

A: Yes, the information relating to the pay progression meeting will be made available in
ESR BI.

Q: Will Bl reports be built so managers can see. Sickness info, mandatory training % and
appraisal status in one overarching report?

A: The scorecard tab on the management overview dashboard already provides this
information.

Q: Will Bl reporting support monitoring arrangements to NHSI?
A: The data warehouse will be updated to enable this to happen.
Q: For the report to calculate start date does this read from start date grade?

A: The existing reports use a calculated date to show the start date in grade for an
employee. It is proposed that the new reports to support the pay progression changes will
include both the user enterable start date in grade and the calculated date to provide
maximum flexibility.

Q: What is the suggested Start Date in Grade date to be used for Band 1 to Band 2
transferring staff?
A: Amend the date to their existing Band 1 Start in Grade date.

Q: Would a null value for 8C+ be considered an indication to continue with current pay level
even though increment is re-earned annually?

A: To control the annually earned aspects this is not something we have automated currently
and we are still working with NHS employers on this to see if there are any aspects we may
be able to consider.

Q: To confirm as there are now automatic increments and pay steps which are pay effecting.
Are the paystep dates going to be shown on the payslip or just increment date?

A: The payslip will display Increment Date, the notification is designed to inform the affected
employees when this is.

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

© NHS Electronic Staff Record 2019






Electronic Staff Record Programme m

Pay Progression FAQs

May 2019
It's your ESR

Q: For those who do not use self service, can we upload data into the professional form or
does it need to be added manually for each individual?

A: Pay Progression meetings can be recorded by users with HR Administration or Learning
Administration URPs. We would recommend that the use of Self Service is investigated for
the recording of these meetings.

Q: What triggers "promoted" - the reason for change of assignment? are there specific
types?

A: We use a change in grade to a higher band - eg Band 5 to a Band 6.

Q: If a PPM appraisal is entered for an existing / non-promoted member of staff, how will this
interact with the automatic increment still in place?

A: The automatic increment process will ignore this appraisal.

Q: Is someone moves between XR and XN the person drops to the bottom of the pay steps
for that grade, will this start their time in grade for this purpose too?

A: The system will treat them as starting in the grade, depending on the reason for the
change then the override start date may apply.

Q: We use MSS whereby all pay impacting changes are approved by a small number of
managers in line with SFIs, these appraisals will be pay impacting, is there a way to require
manager approval?

A: The managers conducting the Pay Progression Meeting are responsible for decision as to
whether an employee progresses to the next Pay Step

Q: Which URP should be used where employers are not using self service and this
information is added by a central HR team?

A: This is available on the HR URPs (HR Administration for example). It is also available to
Learning Administration.

Q: Will increments NOT resulting in an increase in pay still happen automatically?

A: Yes, the Pay Progression meeting is only checked for a positive value on pay impacting
pay steps.

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

© NHS Electronic Staff Record 2019






Electronic Staff Record Programme m

Pay Progression FAQs

May 2019
It's your ESR

Q: If the increment date is in a previous month before the pay review meeting happens, or is
logged, will the increment get picked up and actioned by the system - or will this have to be
actioned manually by Payroll?

A: Staff will no longer automatically receive pay-affecting increments unless 'Yes' has been
recorded for Pay Progression for a review type of 'Pay Progression Meeting' in the
Appraisals and Development Summary EIT and the Appraisal Date for the Pay Progression
meeting is within the year prior to their Increment date.

Q: We aligned the Increment Date and Appraisal - In the new setup are we being advised
that BOTH Review Meeting and Review need to be recorded eg twice the level of input?

A: Organisations can create a local template that combines the pay progression fields with
additional details for use in Self Service, however the appraisal and Pay Progression
Meeting are seen as two separate events.

Q: If you do not use Self -Service how do we track progressions due for new staff and old
staff? Will it appear on the pre-increment report?

A: The Increment reports will detail the planned updates in that month's increment process.
Q: Can you run a mass update into the Professional forms field in HR to populate 'yes' 'no'?
A: It is not possible to run a mass update

Q: Will we still have to populate the 'No. of increments' field with a 1/0 for new staff as this is
currently manintained for increments to action for existing staff?

A: You will still need to complete this field for all staff.

Q: Not sure how the My ESR portlet for staff can be implemented prior to 2022 as it will have
to be switched on or off for all staff. Unless there is going to be some way to only switch it on
for staff under the new pay progression?

A: The portlet will be available in the Portlet library, employees can add it to their Dashboard
if required.

Q: Currently Payroll award increments from the ESR system so if a date is entered for an
employee to receive an increment then they receive one - you said that the system does not
talk to payroll therefore will this process cease?

A: Existing staff will continue to receive increments as now, for those caught under the new
rules as long as they have a successful review for pay affecting increments they will receive
their increment through the normal process. Non pay affecting increments will continue to
happen automatically.

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

© NHS Electronic Staff Record 2019
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Pay Progression FAQs

May 2019
It's your ESR

Q: For non manager self service users, does the information from the Professional form
transfer in the employee records to uplift the paystep automatically when the increment
process is run?

A: Existing staff will continue to receive increments as now, for those caught under the new
rules as long as they have a successful review for pay affecting increments they will receive
their increment through the normal process. Non pay affecting increments will continue to
happen automatically.

Q: Where can the Professional Form be found in ESR?

A: In the Appraisal & Development EIT

Q: Are these ESR notifications or email?

A: These are notifications which are also delivered as email

Q: Can | just clarify the dates again for the implementation of the appraisal pay progression.
1 April 2019 for new starters and then existing staff would be on ?

A: Existing staff will move across to the new process in 2021.

Q: Will we need to use the pay progression templates every year for staff even if they are not
at a point where pay will increase?

A: The review type pay progression should be used where there is a pay affecting increment.

Q: If amanager says NO to pay progression what notifications are generated by ESR to the
manager/payroll, role holders etc; and what subsequent actions are required?

A: Notifications are generated to the AfC Increment Deferral Role, it would be expected that
a further meeting would be arranged to see if the employee has met their action plan,
following this, a further PPM would be entered with a value, Yes, following deferral with
details about when the increment should be reinstated from.

Q: I am under the impression that if a pay step isn't subject to an actual salary raise then the
step will happen automatically. Is this the case?

A: Yes, the employee will be progressed in this scenario.

Q: If you have two years for your first pay step with a salary change, does the meeting
during the first year need logging by a manager?

A: All appraisal and review meetings should be recorded annually.

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

© NHS Electronic Staff Record 2019
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Q: Can the new portlet be added on bulk to a number of employees rather than the
employee having to add it - can we send a list of assignments through to IBM to activate
this?

A: The portlet will be available in the Portlet library, employees can add it to their Dashboard
if required. There is no facility to be able to add it to named assignments.

Q: Are employees who are downgraded affected by the new pay progression framework or
not - if so, do we need to ensure that the start date in grade field is populated?

A: No they remain on the existing rules and will need the Start Date in Grade field
completing.

Q: When will the start date in grade field be automatically populated - can you confirm in
what circumstances we would need to manually override?

A: For any staff who have changes such as:

e Staff in post prior to 1st April 2019
e Band 1 staff transitioning to Band 2
e Change of job but not promotion e.g. new Trust, rebanding
e Temporary grade changes:
o If no increment change existing arrangements apply
o If increment change then goes back down current rules still apply (benefit of
service)

Q: Are employees who are acting into a higher band affected by the new pay progression
framework - if not, does this mean that we will need to manually control the start date in
grade field to ensure they continue to increment automatically?

A: The new rules will apply for their period of acting, they will return to existing rules when
the period of acting ceases.

Q: Does the manager have to complete the employee comments part of this form or does
the employee have access to this?

A: An employee will have access to this.

Q: Would a pay progression need to be recorded against all assignments in order for
progression to happen on each post where someone has multiple part time assignments?

A: If all roles fall under the new rules then yes.
Q: Should AfC Development Review still be used to record annual appraisals?

A: Appraisals should be carried out annually for all employees.

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

© NHS Electronic Staff Record 2019
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Pay Progression FAQs

May 2019
It's your ESR

Q: What is the best way to get the " start date in grade" for previous NHS service employee?
is it updated wiht IAT or manually? Can you please recommend a process?

A: The IAT NHS Service History Notification includes the Grade and Incremental Date.

Q: Will there be a 5% / 10% reduced pay step added to 8c plus roles or will they have to be
moved to spot salaries?

A: This will need to applied locally.

Q: Is there training material available that guides you through the create local role process? |
haven't been able to find anything.

A: It is available in the User Manual under Role Maintenance. Click here to access.

Q: What will happen to employees who are hired after 1st April 2019, if none of the appraisal
information is entered? Same goes for changes of grade.

A: They will not receive pay affecting increments.

Q: Will there be a document on Kbase detailing how appraisal templates etc should be
created?

A: Information is available in the Career Management section of the User Manual. Click
here to access.

Q: I have a question with regards to the Appraisal update. You mentioned the new portlet is
not applicable for everyone, which | understand, but you said the employees effected can
add the new portlet. | was not aware that they could add this themselves? Please could you
confirm.

A: The portlet will be available in the Portlet library, employees can add it to their Dashboard
if required

Q: We use external system for appraisal which are all carried out at set time of year, any
plans to be able to upload this info via template?

A: The Pay Progression meeting will need to be recorded in ESR using the Appraisal and
Development form.

Q: Where there is a pay reduction how is this manually administered - does payroll pull a
report from this area to get the information then runs manual process? Please confirm.

A: The 5% and 10% reduction for 8c and above is reportable but any change in pay will need
to be actioned manually.

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

© NHS Electronic Staff Record 2019
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Electronic Staff Record Programme m

Pay Progression FAQs

May 2019
It's your ESR

Q: When transferring band 1 staff to band 2, why is their pay step date reset to 1 April 2019
and not 1 April 2020?

A: Their pay step date (increment date) should be set to 1st April 2020 if they are
transitioning on the 1st April 2019

Q: Terminology throughout refers to 'increments'. Is this not being changed to 'pay steps'?

A: In the NHS Terms & Conditions it is Pay Step Date, however we are not able to change
this in ESR and it will remain as Increment Date.

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

© NHS Electronic Staff Record 2019







image4.emf
Pay Progression  workshop Wales - Nov 2019.pdf


Pay Progression workshop Wales - Nov 2019.pdf
Electronic Staff Record Programme m

s
mﬁ
e
Q
c
-
m
LN
-

Supporting the NHS TCS 2018
Pay Progression

David Bromilow
ESR Functional Account Manager
Wales and Cheshire & Mersey






Electronic Staff Record Programme m

Aim
To find a consistent way of managing Pay
Progression across NHS Wales

ensuring ESR Is the Key Enabler

to make this happen.
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* Welcome, Workshop Aims, Background and Context
« Completing Pay Progression via ESR

 Policy Requirements, Key Considerations

» Update from Pay Progression Group

* Lunch

« Current Status of Manager Self Service (MSS) and recording
Appraisals

* How can we Iinfluence MSS and recording Pay Progression
* Next Steps and Action Planning
* Close
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Background and Context
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* The 2018 framework agreement on the reform of Agenda for
Change introduced provisions to move to a hew pay system with
faster progression to the top of pay bands through fewer pay step
points.

* The new pay progression system will be underpinned by local
appraisal policies that deliver the mandatory annual appraisal
Process.

* To prepare, the NHS Staff Council established a sub group to
negotiate details of the new system and produce guidance
materials. The sub group has developed documentation relating to
pay progression changes for organisations, managers and staff
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 The NHS Central Team worked closely with the pay progression sub
group to understand the policy implications from the revised annex 23.

* \We have reflected the updates to policy in ESR. This includes how
employees will be expected to demonstrate that they should progress
through the new pay structure.

* A key change is the concept of the manager opening the pay step for the
employee.

* The support material released by NHS Employers states:

« Pay step points will be closed on the payroll system for new starters or those
promoted to a new role on or after 1 April 2019 and for all staff from 1 April 2021.

* To ensure that ESR Is ready to meet the policy a number of changes
were implemented within release 42 — End of March 2019.
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* The auto increment process Is re-written. Employees with a start date
prior to 1 April 2019 remain unaffected and the process will, unless
identified otherwise, automatically update pay based on the pay-step
date (previously referred to as incremental date).

 Employees new to the NHS or promoted to a higher banded role from 1
April 2019 will be subject to a new check within the auto increment
process.

* Organisations are encouraged to review how they use ESR to support
the appraisals process to plan for the first round of pay progression
following the implementation in April 2019.

* More information can be found at https.//www.nhsemployers.org/pay-
pensions-and-reward/2018-contract-refresh/pay-progression
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 This is being determined by a calculation based on the start date in grade.

 To override this calculated value the user can enter a value onto the ‘Start date in
Grade’ field on the assignment DFF. This value is only required to be entered where the
default calculated value needs to be overridden.

« Scenarios where this will apply are: staff transitioning from Band 1 to 2, new staff with
previous NHS service, anyone transferring as part of a MOCP etc.

O Additional Assignment Details

Foundation Gateway Date
Absence Accrual Start Date
Maximum Part Time

Start Date in Grade 01-JAN-2019

Department Manager Override | J

* Existing employees, where the start date in their assignment linked to the
grade they are on is pre 1 April 2019, will not be picked up by the new
conditions in the increment process.
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* Review Type called Pay Progression Meeting with associated template
- Pay Progression Meeting

* Note - This is in addition to the normal appraisal an employee should have as

the completion of the appraisal is one of the key consideration in assessing pay
progression.

Create Standard Appraisal: Setup Details

Step 1 of 2

Employee Name  Perkins, Richard
Employee Number 20000291

Setup Details

@ TIP You cannot change the appraisal template or the assignment after clicking Next.

ReviewType  Pay Progression Meeting ﬂ
4 March  [v] 2019 [V »
* Period StartDate  01-Jan-2019 [m (6]

SUN MON TUE WED THU FRI SAT
* PeriodEndDate  31-Mar-2019 Ff) @

24 25 26 27 28 1 2

* Template  Pay Progression Meeting Q 2 . 6 - 5 o

* Appraisal Date  13-Mar-2019 M @ 0 11 12 [ 14 15 16
MNext Appraisal Date @ (6 17 18 19 20 21 22 23

Assignment Number 20000291 24 25 26 27 28 29 30

* Main Reviewer Lye, Matt O'. 4 508
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* If Local Templates are used, AfC Pay Progression must be used as the
Final Rating Scale

Create Appraisal Template

o

* Template 298 Pay Progression

* ValidFrom  01-Apr-2019
Valid To =
[] Global
* Business Group  NHS Business Group Q
Final-Rating Scale  AfC Pay Progression Q
Description
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& Pay Progression Meeting & Participants

Create Standard Appraisal: Overview Back

& PayProgression Meeting & Participants
Step 2 of 2
Employee Name  Perkins, Richard Organisation 298 Ward 10
Employee Number 20000291 Job  Nursing and Midwifery Registered|Staff Nurse
Supervisor Lye, Matt

Managers should record a Pay Progression Meeting outcome for all AfC staff who are caught by the new rules for Pay Progression (i.e. new starters from 01-Apr-2019 or those who have changed grade since
01-Apr-2019). These staff will no longer be automatically incremented, where the increment would result in an increase in pay. For a pay affecting increment to occur for these staff, then a positive outcome must
first have been recorded for a Pay Progression Meeting within the last 365 days.

Questionnaire
Click Complete Questionnaire to respond to the guestionnaire listed below. Last Answered tells you when you last answered the questionnaire. Complete Questionnaire
Questionnaire Name  Pay Progression Meeting Last Answered On
Pay Progression Meeting @ ReturntoTop
Overall Rating ﬂ [6
Pay Reduction [v]
Reason 1 ﬂ
Reason 2 [v]
Reason 3 ﬂ
Reason4 [v]
Reason 5 ﬂ
Date of Re-instaternent =]
Participants @ ReturntoTop

@ TIP A participant is someone other than the main appraiser or appraisee who contributes to the appraisal.

Add Participant [IIENE-RIES I o S|
Full Name

No results found.
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* Questionnaire template will pnawer Questonnaie
form part of the pay
progression review with
Sectl ons for e Summary Of Pay Progression Mesting
 Employee Summary
* Manager Summary

 Employee Action Plan where itis ...
noted that the employee does
not meet the required standards

Employee Action Plan

Manager and employee to agree an action plan if the employee does not meet the required standards.
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* The Pay Progression Meeting will have three outcomes - “Yes”, “Yes
following deferral” and “No”.
* For those startin% or promoted after 1 April 2019, a "Yes” value will be

required against the record to enable progression. A null value will be treated
as a "‘No”. This is to reflect the changes that confirmation is required to

enable progression.

* “Yes, following deferral” will be complimented by the ability to record a date
that progression should be re-instated from. This will not feed the payroll
record, any changes to pay will need to be amended manually

1y Progression Meeting
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A notification is sent to the existing AfC Increment Deferral role holder when the
values,”’No” or “Yes following deferral” is entered in the Overall Rating field.

* |f “Yes following deferral is selected, then a date must be entered in the field Date of
Re-Instatement.

» This information is included in the notification that is sent to the role holder. Payroll will then need
to amend any owed back pay to the date entered
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* For Grades 8C and above the result of the Pay Progression Meeting
can result in a Pay Reduction and this should be recorded here.

 This has two values, “Reduced by 10%"” and “Reduced by 5%".

« Pay Reduction is for reporting purposes only — any change to pay would
need to be amended manually

Pay Progression Meeting

Owverall Rating ﬂ [i)

Pay Reduction
Reduced by 10%
Reason1 |Reduced by 5%

Reason 2

Reason 3

Reason 4

[<] [<] [<] [<] [<]

Reason 5

Date of Re-instatement =
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As part of the Pay Progression Meeting the following values can be selected
as reasons for non-progression:
 Local objectives/behaviours/standards have not been achieved.
Formal capability process is in place.
Formal live disciplinary action on record.
Statutory and/or mandatory training not completed.
For line managers only - not completed appraisals for all their staff.

« Up to five reasons can be recorded

Pay Progression Meeting

Owerall Rating ﬂ i)
Pay Reduction

Reason 1

Local objectives/behaviours/standards have not been achieved
Reason 2 |Formal capability process is in place

Formal live disciplinary action on record
Statutory and/or mandatory training not completed
Rezzon4 |Forline managers only - not completed appraisals for all their staff

Reason 3

Reason 5 ﬂ
Date of Re-instatement =
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 To take account of local policies and variations the list of values can be
added to by adding values to the Lookup NHS_AFC PAY NON_ PROG

O Application Utilities Lookups

Access Level

o NHS AFC PAY NON PROG

= User
Meaning |Reasons for AfC non-progression B _
Extensible
Application |Custom HR
- System
Description |Reasons for AfC non-progression
Effective Dates Enabled
Code Meaning Description Tag From To [1]
l MNHS001 Local objectives/behav|Local objectives/behavio 01-JAM-1951 v =
NHS002 Formal capability proc |Formal capability proces 01-JAMN-1951 L4
NHS003 Formal live disciplinary|Formal live disciplinary & 01-JAMN-1951 v
NHS004 Statutory and/or mand |Statutory and/or mandat 01-JAMN-1951 L4
NHS005 For line managers only|For line managers only - 01-JAM-1951 v
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3 Further Assignment Information

Review Type |Pay Progression Meeting FPay Progression Meeting
Period Start Date 01-JAN-2019
Period End Date [321-MAR-2019
Appraisal Date |13-MAR-2019
Mext Appraisal Date
Reviewer \Lye, Mr. Matt
FPay Progression |No Mo
Pay Reduction (8c and above) |Reduced by 10%
Mon Progression Reason 1 |Local objectives/behaviours/standards have not been achieved
Mon Progression Reason 2
Mon Progression Reason 3
Mon Progression Reason 4
Mon Progression Reason 5
Date of Re-Instatement

Passed Through Gateway
4| 3

DK | Qancel)l Clearjl Help)l
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o Staff will no longer automatically receive pay-affecting increments
unless:

* 'Yes' has been recorded for Pay Progression for a review type of 'Pay
Progression Meeting' in the Appraisals and Development Summary EIT

* The Appraisal Date for the Pay Progression meeting is within the year prior to
their Increment date.

3 Further Assignment Information

Review Type [Pay Progression Meeting Pay Progression Meeting
Period Start Date [01-APR-2019

Period End Date |ey# /[ I y8eirl)

Appraisal Date |[13-MAR-2020

Mext Appraisal Date

Reviewer | Smith, Mr. Ben

| Pay Progression |Yes | Yes
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* Where these criteria are met then the Increment will proceed and a new
payslip message will be issued as follows:

« Pay Step Uplifted, Pay Step (Increment) Date Updated

MESSAGES FROM EMPLOYER

-F’ayr Step Uplifted, F’a\; Step (Increment) Date Updated

* Where these criteria are not met then the Increment will not proceed,
but the Increment date will still be advanced to the following year on the
assignment record.

« A new warning message will be written to the increment process log file for this
scenario as follows:

« WARNING: pay progression not set for Assignment XXXXXXXX
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 The MYESR dashboard will have an Appraisals and Reviews portlet to
display the following detalls:

« Assignment
 Last Appraisal Date peegmment
Appraisal/ReVieW Type 20000291 - Staff Nurse

Appraisals And Reviews

* Next Appra|sa| Date Last Appraisal Date: 10 March 2018 >
° Pay Step Date Appraisal/Review Type: AfC Development Review
: Next Appraisal Date: 15 March 2019
° Pa-y AﬁeCtlng Pay Step Date: 10 April 2019
Pay Affecting Yes

View My Appraisals
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* Pre-configured ESR BI portlets will be created for the Manager, HR and
Payroll dashboards:

* The portlets will display the number of staff with a pay affecting
progression date in the next n months who have not had an appraisal in
the last 365 days prior to this

My Team Pay Progression Pay Progression
'Increments Due Increments Due
Pay Affecting Assignments Pay Affecting Assignments

Increments Due

Duein 1 Month 6

Duein 2 Months 4

Duein 3 Months 9

Grand Total 19

Increments Due

Duein 1 Month 46
Duein 2 Months 54
Due in 3 Months 96
Grand Total 196

Refresh -Print - Export

Manage Appraisals 4

4

(v

Refresh -Print -E

rt

:
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 Notification will be sent to employee, 4 months and 1 month before the
Incremental date - only where it is pay affecting

o Information
This notification does not require a response.

Notification of an upcoming pay step progression point - Pay Affecting

More Information Request

To MKEmp A, John
Sent 19-Feb-2019 14-49-47
ID 109127
This notification is to remind you of an upcoming pay step progression point. Please ensure all

appropriate activity in relation to the local policies and procedures on pay progression have been
completed

Pay Step Date: 21-JUN-2019

Pay
. . . Next . Mon Non Non Non Non ¢
Review Type P;g?td P‘E::d Apnp mla‘l}sal Appraisal Reviewer P [:gsiun RF;:::E" Progression  Progression Progression Progression Progression Reirll]stah;:lenl
D reg above) Reason 1 Reason 2 Reason 3 Reason 4 Reason 5
Pay 01- 31- O JAN.  O4-IUI - y
Progression JUL-  DEC- ;m";‘r“ ;m"QL" HrK E,';ﬁ\_ A Yes
Meeting 2018 2018 o
. an Formal

Pay 01- 30 . s . a

- ) 01-JUL-  01-JAN- Reduced by  capability n .
Progression JAN-  JUN-  5q.% 3 No ! e T 01-JAN-2020
Meeting Iie 2048 2013 2019 5% process is in

place
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 Notification will be sent to managers on a monthly basis, outlining direct
reports who have a pay affecting increment within the next 90 days.

Worklist =

o Information
This notification does not require a response.

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

m More Information Request

To MKMer A Mark
Sent 19-Feb-2019 14-54-48
ID 109128

The following employees have a Pay Step progression point within the next 90 days. Please ensure all
appropriate activity in relation to the local policies and procedures on pay progression have been completed.

Name Assignment Number Email Address Position Name Increment Date Meeting Date Meeting Outcome Next Meeting Date
MK Emp C, Mr. Mark 20000258 MK Test 01 15-MAY-201%  D5-FEB-2019 Yes 01-FEB-2020
MK Emp D, Mr. Fred 20000437 MK Test 01 15-MAY-2019
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* Notification will be sent to role holders on a monthly basis, outlining all
employees due a pay affecting increment in the next 45 days.

Worklist =

o Information
This notification does not require a response.

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

m More Information Request

To XXHR_PPM_ADHOC_258 39 18052
Sent 19-Feb-2019 15:01-20
ID 109129

The following employees have a Pay Step progression point within the next 120 days. Please ensure all
appropriate activity in relation to the local policies and procedures on pay progression have been completed.

Name Assignment Number Email Address Position Name Increment Date Meeting Date Meeting Outcome Next Meeting Date
MK Emp C, Mr. Mark 20000258 MK Test 01 15-MAY-201%  06-FEB-2019 Yes 01-FEB-2020
MK Emp D, Mr. Fred 20000437 MK Test 01 15-MAY-2019
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Notification is sent to Pay Progression Role Holders or local equivalent
Local role must take the format %Pay Prog%

© Maintain Roles M =] E3
Role Name Hole Type Further Information Enabled ~
PDS Motification HR Manager v i
l Fay Progression HR Manager v
FPayroll Super Admin HR Manager v
FPerson Reminder HR Manager v {
Property Register HR Manager © Maintain Roles = mEE
Users l Fositions Templates
Role Name Role Type Further Information Enabled
Person User FPDS Motification HRE Manager Lo =
l Perkins, Mr. Richard 298RPERKI Pay Progression HR Manager -
- l tZEB Ward 10 Pay Progressio Lo
FPayroll Super Admin HRE Manager Lo
FPerson Reminder HRE Manager v -
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« Assigned to an organisation by the Local Workstructures URP

* Notifications will be sent to this role holder rather than the National Role
holder for this organisation and all organisations beneath it in the
hierarchy unless it is overridden at a lower level.






Electronic Staff Record Programme m

* The following fields will be added to the EIT Appraisals and
Development Summary folder in the Assignment EIT Subject Area
* Next grade step pay affecting (Y/N),
» Reason for non-progression
« Date of pay progression reinstatement
« Audit Columns (Created/Last update by/date)

* The following fields will be added to the Appraisals and Development
Summary folder in the Appraisals and PMP Subject Area
* Next grade step pay affecting (Y/N)
« Reason for non-progression
« Date of pay progression reinstatement
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* The following fields will be added to any workforce related subject area:
* Time in Grade Step (days)
* Next Grade Step Pay Affecting (Y/N)
 Number of steps until pay affecting step (numeric)
« Date of pay affecting increment (if agreed as required above)

* The new fields will also be captured in the Change Event Log.
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« Changes will be made to the following reports
« NHS AFC Increments Due for a given Date Range
* NHS Pre-Increment Report Process

» Both reports will identify which assignments are not progressing, due to
being caught by the new rules and not having a positive Appraisal EIT
recorded In last year.

* A new information message of ‘No successful Pay Progression Meeting
in the last year’ will be added for this case.

* The message ‘Increment is not pay affecting’ will be added to both
reports to highlight where an increment will occur, but the increment is
not pay affecting.
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e List the top 5 key considerations that have to go into the design of an
Appraisal / Pay progression Policy.

* |ntroduction
e Scope

e Definitions
e Duties

* Process
 Training

* Monitoring
» References
* Appendices
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Recording of Appraisals in ESR (data taken from

2018/ 2019 ESR Assessments)

Electronic Staff Record Programme

VPD |[Organisation Do you record Appraisals Detail of Appraisal recorded |Primary Employee Appraisal
within ESR in ESR Type used

1 Cardiff and Vale University Local Health Board Yes Dates Only Review

20 Welsh Ambulance Trust Yes Dates Only Performance Appraisal
28 Public Health Wales NHS Trust Yes Dates Only Performance Appraisal
40 Aneurin Bevan Local Health Board Yes Dates Only Review

50 Betsi Cadwaladr University Health Board Yes Dates Only Performance Appraisal
70 Powys Local Health Board Yes Dates Only Performance Appraisal
82 Health Education in Wales Unknown Unknown Unknown
100 Hywel Dda University Local Health Board Yes Dates Only Review
110 Cwm Taf Morgannwg University Local Health Ves Dates Only Review

Board

120 Velindre University NHS Trust Yes Dates Only Review
130 Swansea Bay University Local Bealth Board Yes Dates Only Review
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Follow us @nhsesr for all your ESR updates
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ESR Self Service Rollout - 30Sep19.pdf
ESR Self Service Rollout @ Sep 2019

Pay Progression Meetings need to be actioned in ESR by Managers / Supervisors

Roll out of ESR self service Percentage of ESR self service users linked to a Supervisor Hierarchy, measured as a percentage of|100% of headcount
the whole workforce. (Without Supervisor Hierarchy in place it is not possible to fully utilise Self |{with an active ESR
Service) self service account
This measure will be replaced by "ESR Self Service Usage" as soon as the Bl report is made Red - <50%
available by the ESR Central Team. (Percentage of transactions input into ESR via Self Service | Amber- 50- 85%
URPs or e-rostering systems as a proportion of the total transactions entered by Core Human Green - 235%

Resources Admin, Payroll, Absence, Learning Management User Responsibility Profiles (URPs)

Definition

Percentage of ESR self service users linked to a Supervisor Hierarchy, measured as a percentage of the whole workforce

Analysis 1:

This graph shows the percentage rollout of ESR Selfserve by organisation. The graph is ordered from left to right, biggest to
smallest improvement from the previous year. The "Variance' label above the bars gives the percentage change. The bars are

coloured to show the RAG rating for the performance target. The height of the coloured bar is the current level of compliance
and the BLUE horizontal bar is the previous year's compliance.

Roll Out of Self-Service by Organisation

Key

i Greater 85%

[T Between 50% - 85%
. Less than 50%

Variance 12% 3% 1% 1% 1% 0% 0% 0% -1% 0% -12%

100

B0

60

% Rollout

40

20

SBUHB MHS  ABUHB PTLHE VUT PHW WAST HDUHB CVUHB BCUHB CTMUHB
Wales

= 5ep-19 = 5gp-18
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Pay Progression ESRBI Reporting - Feb20.pdf
Pay Progression reporting from ESRBI - Jan 2020, update Feb 2020

NHS Appraisal Reviews Dashboard

Summary by Organisation  Detail  Monitoring =~ Manage Appraisals Due

Note: Pay Progression report is available in the Appraisals Review and Staff Requirements
Dashboards.

Pay Progression only applies to staff on AfC Pay Grades. Pay Grades have been restricted to ‘XR’
& ‘XN’ Pay Grades in the parameters

Organisation(s) | (All Column Valw | Staff Group(s) | (All Column Values) % Assignment Category | Fixed Term Temp;N |%|| Person Type(s) | Employee;Employee (v

Employee Person Type(s) | Employee;Employee || assignment Status | NULL;Acting Up;Acti |%||  occupation Code | (All Column Values) |%|| Employee Location (All Column Values) |

Primary Assignments Only | —S¢ % Review Type | 2nd Gateway;AfC Di |w|| Job Rale (All Column Values) w| I pay Grade(s) CYM|XNOL|Non Rev |

Report can be restricted to ‘Employeesdue an Incrementin the Period’

Appreisal Review Effective Date 03/02/2020 (B Defne New Starters (Moris) 30 Remove New Starers MIYeS  * Shaw Reviws Latest Revew Only v

Review Date Fram »= 04/02/2019 [?b Review Date To <= 03/02/2020 % Bxcl. Open Sickness Absence from Appraisals- Start Date <= %

Restrict to Employees Due an Increment in the Period (] Yes | incremental Date Between 01/02/2020 00:00:00 % 29/02/2020 00:00:00 % | Restrict to Emplayees where Date of Pay Affacting Increment will change in 2020 DYesI

¢ 'Incremental Date Between' prompt added to the Appraisal Reviews Detail and Pay Progression
Detail tabs within the NHS Appraisal Reviews and NHS Staff Requirements dashboards.

e This will work in conjunction with the 'Restrict to Employees Due an Increment in the Period'
prompt to enable users to restrict the appraisal review and pay progression detail analyses to only
employees due an increment within a period selected by the user.

o New prompt enables users to restrict the analysis to only return employees where the Date of Pay
Affecting Increment will change following the introduction of the 2020 pay scales.

e Users can then check these employees individually if required.

Data Fields
Employee  |Assignment |LastName |First Name |Title Organisation |Org L4 Orgl6 Orgl7 Role Position Title |Pay Grade
Number Number

Latest Start | Initial Start Datein |Incremental |Dateof Pay NextGrade |GradeStep |ReviewType  Reviewer  |Appraisal  |Appraisal Date |Assignment
Date Assignment  |Grade Date Affecting Step Pay Ceiling Date (Including out |Status

Start Date Increment  Affecting  |Reached of Period)

Supervisor  |Period Start |Period End  Next Status AfC Pay Passed Date of Pay Reasonfor |Reasonfor |Reasonfor  |Reasonfor  Reason for
Date Date Appraisal Progression |Through Progression Re- |Non Non Non Non Non
Date Gateway instatement | Progression 1 |Progression 2 |Progression 3 |Progression 4 Progression 5

e The report can be filtered in Excel to show Next Grade Step Pay Affecting (Yes / No), this
along with Date Affecting Increment identifies those due a Grade Step from April 2020.

e From April 2020, when Pay Progression data starts to be populated, Employees who have
passed through the gateway can be reported, alongside those who have not passed through
or have been deferred.

Last updated: 3 Feb 2020






image7.emf
Record a Pay  Progression Appraisal - ESR Infopoint Guidance.docx


Record a Pay Progression Appraisal - ESR Infopoint Guidance.docx
Record a Pay Progression Appraisal – ESR Infopoint User Guidance 



Pay Progression Appraisal

A number of new rules have been applied to the Increment Process as part of this release, which support the Pay Progression policy changes from revised annex 23 of the Agenda for Change (AfC) terms and conditions.

AfC staff who are new starters to the NHS on or after 1st April 2019 or who change grade on or after 1st April 2019 will no longer automatically receive pay affecting increments unless a Yes has been recorded for Pay Progression in ESR for a review type of pay progression meeting

Managers should record a Pay Progression Meeting outcome for all AfC staff who are applicable for the new rules for Pay Progression (i.e. new starters from 01-Apr-2019 or those who have changed grade since 01-Apr-2019).

These staff will no longer be automatically incremented, where the increment would result in an increase in pay. For a pay affecting increment to occur for these staff, then a positive outcome must first have been recorded for a Pay Progression Meeting within the last 365 days.

An appraisal type of Pay Progression Meeting is available to record the details.

Before an appraisal can be created, the correct employee must be selected from the list of staff reporting directly or indirectly to the manager creating the appraisal record.

This functionality can be accessed by users of the Manager Self Service URPs.

· ESR Portal

· Manager Dashboard

· Team Appraisals Portlet > Manage Appraisals

· [bookmark: _GoBack]My Team Pay Progression Portlet > Manage Appraisals

How to Complete the Setup Details

1. Click the Manage Appraisals button in the My Team Pay Progression portlet.

The Appraisals and Reviews as Main Appraiser page will be displayed.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image002.jpg]

2. Click on the Go button next to the Create drop-down menu to create a new standard appraisal.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image004.jpg]

3. Click the Action icon in the row containing the appropriate Employee’s name.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image006.jpg]

4. Select the required review type of Pay Progression Meeting from the Review Type drop-down menu.

5. Enter the start date of the review period in the Period Start Date field.

6. Enter the end date of the review period in the Period End Date field.

7 Click on the Search icon next to the Template field to search for a template.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image008.jpg]

8. Click the Go button to search for all templates.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image010.jpg]

9. Click the Quick Select icon [image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image012.jpg]in the row containing the required template of Pay Progression Meeting.

10. The Appraisal Date defaults to today’s date. If required, enter an alternative date in the Appraisal Date field.

11. Enter the date of the next review in the Next Appraisal Date field, if known.

12. Click the Add Details button to continue creating the appraisal record.

The Save and Close button can be used to save the information entered and return you to the Appraisals in Progress form. The Appraisal created will be displayed with a status of Saved in the list of Appraisals in Progress.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image014.jpg]

A template for the Pay Progression Appraisal type is displayed which has a reduced number of fields and a questionnaire.

A message outlining the rules for completing a Pay Progression meeting outcome is displayed.

13. Click the Complete Questionnaire button to complete the questionnaire.

The following prompt will be displayed:

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image016.jpg]

Clicking the OK button will launch the Questionnaire page and the extended session time will begin.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image018.jpg]

The questionnaire can be completed by the Appraiser and/or the Appraisee if it is shared with them and is also included in the upload/download facility.

There are 3 sections which require completion:

1. Employee Summary

2. Manager Summary

3. Employee Action Plan if the employee does not meet the required standards.

NOTE: After approximately 1 hour of working on the questionnaire page the following prompt will be displayed:

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image020.jpg]

You must click the Apply button before the 10 minutes have elapsed otherwise your work will not be saved.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image022.jpg]

14. Click the Apply button upon completion of the three sections to continue.

The date the Questionnaire was last updated is displayed.

An overall rating for the Pay Progression should be entered. This records the outcome of the meeting and is used as part of the pay progression process.

15. Click the dropdown arrow next to the Overall Rating field.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image024.jpg]

The following options are available:

Yes - The appraisee progresses on to the next incremental point. There is no change to the existing process and no further action is required.

No - The appraisee does not progress on to the next incremental point. No further incremental progression will be possible without intervention. A notification is sent to the AfC Increment Deferral role holder to advise.

If an Overall Rating of No has been selected, the Pay Reduction field can be completed where appropriate.

The Pay Reduction field is for reporting purposes only and will not impact on pay.

However for Grades 8C and above the result of the Pay Progression Meeting can result in a Pay Reduction and this should be recorded here.


If a pay adjustment is required then you will need to contact your HR/Payroll Department to action this.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image026.jpg]

In addition a reason that the Pay progression will not be applied is required to be entered.

There are 5 Non Progression Reason fields for which values can be entered.


Reason 1 is mandatory where the Overall Rating is set to ‘No’, the other 4 reasons can optionally be completed.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image028.jpg]

The default values provided by NHS Employers are displayed and can be selected as appropriate. In addition your local organisation can add additional reasons to this list if required. This list is locally extensible via the lookup NHS_AFC_PAY_NON_PROG. Further guidance can be found https://www.infopoint.esr.nhs.uk/?q=node/1869

Yes following initial deferral - This will trigger a notification to the AfC Increment Deferral role holder advising that manual intervention is necessary to ensure the appraisee is given the appropriate incremental progression.

If an Overall Rating is selected of Yes - Following Initial Deferral the Date of Re-reinstatement is required to be entered.

This is used in conjunction with the existing Pay Progression value of ‘Yes following initial deferral’ and populated with the date from which the employee should not be paid following an initial pay progression meeting in which the outcome was ‘No’.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image030.jpg]

There is validation on this field to make sure that a value is entered for this date where the Overall Rating value selected is ‘Yes following initial deferral’.

16. Click the Save and Proceed button to continue.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image032.jpg]

The information entered for the Pay Progression Meeting Appraisal is displayed for review.

17. Click the Submit button to complete the Appraisal.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image034.jpg]

18. A warning message is displayed advising a completed appraisal cannot be updated. Click the Submit button to complete the Appraisal.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image036.jpg]

19. As the appraisal is completed, click the Completed icon to view.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image038.jpg]

A confirmation message is displayed.

Pay Progression Notifications

Notifications will be issued to advise employees and their managers of approaching increment dates where the assignments fall under the new rules.

Notification for Managers 

A process will run once per month to provide the manager notification.

This will report employee assignments who: 

· Apply under the new rules

· Have their increment date within the next 90 days

· The proposed increment would be Pay Affecting

Each manager with at least 1 employee assignment identified above will receive a notification listing all of the affected assignments reporting to them.

This notification will also be emailed to the managers, where an appropriate email address is held for the manager.
 

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image040.jpg]

The manager notification will contain the following details:

Title 

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

Body 

The following employees have a Pay Step progression point within the next 90 days. Please ensure all appropriate activity in relation to the local policies and procedures on pay progression have been completed.

A table will also be displayed detailing all affected employee assignments for the manager. This will be sorted alphabetically by Employee Name.

· Name (last name, first name, title)

· Assignment Number

· Email Address

· Position Name (position segment 2)

· Increment Date

· Progression Point (monetary value of point they would move to)

· Meeting Date (appraisal date on EIT)

· Meeting Outcome (pay progression on EIT)

· Next Meeting Date (next appraisal date on EIT)

Only Appraisal and Development review EIT rows of Review Type ‘Pay Progression Meeting’ and with an appraisal date in the previous year from the assignment increment date will be considered.

If multiple rows exist, then the one with the latest value of appraisal date will be used for the assignment.

If no matching EIT rows exists (in the previous year from the increment date) then these values will be blank in the notification.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image042.jpg]

This notification will also be emailed to the managers, where an appropriate email address is held for them.

Notification for Employees

A notification will be sent to the employee 122 days (approx. 4 months) before their increment date and 31 days (approx. 1 month) before their Increment date.

This will identify employee assignments who:

· Apply under the new rules

· Have their increment date at (run date + 31 days) or (run date + 122 days)

· The proposed increment for the assignment would be Pay Affecting

If for any reason the process does not run one night, the next run will pick up any missed assignments since the last successful run.

The employee notification will contain the following details:

Title

Notification of an upcoming pay step progression point – Pay Affecting

Body

This notification is to remind you of an upcoming pay step progression point. Please ensure all appropriate activity in relation to the local policies and procedures on pay progression have been completed.

Pay Step Date DD-Mon-YYYY (assignment increment date)

A table will also be displayed detailing the following EITs rows for the Appraisal and Development Summary EIT where the Appraisal Date on the EIT is within the previous year, ending on the Assignment Increment Date:

· Review Type

· Period Start

· Period End Date

· Appraisal Date

· Next Appraisal Date

· Reviewer

· Pay Progression

· Pay Reduction (8c and above)

· Non Progression Reason 1

· Non Progression Reason 2

· Non Progression Reason 3

· Non Progression Reason 4

· Non Progression Reason 5

· Date of Re-Instatement

This notification will also be emailed to employees, where an appropriate email address is held for them.

[image: https://my.esr.nhs.uk/esrusermanual/HTML/NAVU1315_temp_image044.jpg]
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