NHSScotland Workforce Projections 2019/20
Online Web Platform Guide

All supporting materials can be found on the http://www.gov.scot/Topics/Health/NHS-Workforce/Workforce-
Projections Web Page. This detailed guide covers how to log on and submit your workforce projections
data on-line.
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Please note all illustrations in this guidance document have been taken from the test site,
and as a result may not look exactly the same as the live site.

In addition all instances of Health Board data are dummy, sample data and not reflective of

actual health board data.
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Data entry format
When completing the on-line form, the following notes should be taken into account:

¢ All data should be whole time equivalent (wte) and entered to three decimal places (3.d.p) e.g.
123.456
The wte is calculated by dividing contracted hours by conditioned hours, as per Information Services
Division (ISD) National Statistics and CEL 32 (2011).

e Baseline and projections data are staff in post wte (excluding vacancies) as at 31st March of the given
year.

e The figures should only contain substantive staff in post wte figures and not take into account overtime,
excess hours, bank, or agency usage.
* Information on overtime, excess hours, bank, or agency usage should be provided in the
narrative section.

e Nursing & Midwifery details should be provided on staff working at an Advanced Practice level,
Healthcare Support Workers, and Assistant Practitioners.
* There is a narrative section for this information, and providing wte figures also would be most
helpful.

¢ Please use the narrative sections to clarify assumptions and reasons informing projections e.g. service
redesign, improved rostering etc. And please also indicate the likely timing of these assumptions.

¢ Annex 2 contains information relating to additional requirements for specific Job Families. Please refer
to this when compiling the narrative.

e Staff group breakdowns are based on the Agenda for Change (AfC) Detail Coding to Category values
shown in the downloadable Excel file ISD Detail Codes.

As stated, please enter your NHS Board baseline, and Year 1 through to Year 3 projection wte data to
three decimal places (3.d.p.). This is because the National Statistics data are entered and extracted from
SWISS to 3.d.p. The National Statistics figures are compared against the NHS Board baseline figures (see
section on Reports), so for increased accuracy and consistency, please enter all data to 3.d.p. Where
appropriate, please indicate the reasons for variances between Board baseline data and nationally
published information.
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Entering data

To enter data, you need to log into the web platform by entering your username and password which has
already been provided to you (also see Notes on Multiple Users).

Log in - https://procxed.scotxed.net/NHSBWP (shown below)

s7eq ¥ Ocottish Exchange
‘ scnl’ .ﬂl OF DATA

Logon

Seaurity

Lagin
Request New Fassword

Usemame | |

Password |

Upon successful log in, you will be presented with a table similar to the one shown below.

Data Return Components Collection Name: Organisation| Status End Date [Locked By Aition
NHS Board Worlcforce Projediions Test |NHS Lothian | InProgress |2016-12-31 l Edit Owarview

By clicking on ‘Edit’ you will be able to manually enter data via the main data entry table displayed below.
Using the drop down menu, work your way through the Job Family staff group data fields entering the NHS
Board baseline, and projected whole time equivalent (wte) for the years requested under each of the Job
Family groups (10 in total).

STAFF GROUPS

> [Medical and Dental ~|
MEDICAL AND DENTAL

All Medical and Dental HCHS Staff National Statistics| NHS Baardl Year 1 Prujeclion‘ Year 2 Projection| Year 3 Projection
Medical

Dental || ”

Comments / Data Quality Issues / Direction of Travel / Service and Speciality Issues

Clear validation errors Fill all blank cells with zeros

STAFF GROUPS

Medical and Dental
Medica and Dental Support

Nursing and Midwifery (Excluding Intems)
Allied Health Profession

Other Therapeutic Senices

Healthcare Science

Personal and Soc ial Care

Ambulance Semvices

Support Senices

Administrative Senices and Management

Comments / Data Quality Issues / Direction o

As you work through the various staff groups you will see that the white boxes are where data can be
entered, and the grey filled cells are locked. The locked cells under ‘National Statistics’ will be populated
by Health & Social Care Analysis (HSCA) staff in May-June once NHS Workforce data as at 31 March have
been published.
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IMPORTANT NOTE: It is important that you save your work at regular intervals. The system
doesn’t auto-save your work and will time you out after approximately 10 minutes of inactivity,
when all unsaved data will be lost and irretrievable.

STAFF GROUPS
Unallocated / not known ﬁ
National Statistics —
[ Medical ana Dental v

MEDICAL AND DENTAL Do not click on the ‘Save and Submit’ button
ment that the

T S e e 5 unt!l all departments.areT in agreement
[Medicar > entire workforce projections-exercise is
complete.

Ioental

Comments / Data Quality Issues / Direction of Travel /

Clear validation errors Fill all blank celis with zeros

OVERALL COMMENTS AND PROJECTION PLATE SIC
Show

Back @ Save and Submit /
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Validation error checks, and Validation error reports

Error checks have been incorporated into the on-line tool, one of which is that blank cells will flag up an
error message. To assist with the data entry process, there is an added feature where you can select to
‘Fill all blank cells with zeros’. This can be used to complete the blank fields with a zero very quickly, but

please be aware that this process will need to be repeated for each staff group.

STAFF GROUPS
Unallocated / not known
National Statistics I:
[ Medical and Dental v

MEDICAL AND DENTAL

] N
All Medical and Dental HCHS Staff Sti
Medical 1
Dental

Comments / Data Quality Issues / Direction of Travel /

Clear validation errors ‘ Fill all blank cslls with zeros ’

S —

OVERALL COMMENTS AND PROJECTION TEMPLATE SIC
Show

Back Save Save and Submit

When you use this feature and click on the button, you will receive a message:

Windows Internet Explorer I l

a Are you sure you want to leave this page?

Message from webpage:
You have made changes on this page that you have not

yet confirmed. If you navigate away from this page you
will loose your unsaved changes

= Leave this page

= Stay on this page

You should choose to > Leave fhis page

The form will then be updated to include the zero values.
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You will see after each data entry table, there is a blank text box for ‘Comments / Data Quality Issues /
Direction of Travel / Service and Specialty Issues’ under each data table for each staff group. This is
the narrative section where you must provide information to support your Workforce Projections

submission. This should include details of data quality issues and assumptions used, as well as general

direction of travel, changes resulting from service redesign and reconfiguration, and the likelihood of these
occurring.

Reminder note - When you are completing the narrative, there are several areas where you are asked to
provide additional, specific information. Please refer to Annex 2 for full details.

Select the “save” button to store all figures and comments once you have inserted your updates.

STAFF GROUPS
Unallocated / not known
National Statistics I:
[ Medical and Dental v

MEDICAL AND DENTAL

All Medical and Dental HCHS Staff

st
Medical 1
L

Dental

Comments / Data Quality Issues / Direction of Travel /

Clearvalidation errors Fill all blank ocells with zeros

OVERALL COMMENTS AND PROJECTION TEMPLATE SIC
Show

Ba:k Save and Submit

Do not click on the ‘Save and Submit’ button until all departments are in agreement that the entire
workforce projections exercise is complete.
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Validation error checks

Error checks are built in throughout the data entry form, and will flag an error warning where data are not in
the correct format, or missing, or a non-numeric value. Currently, none of the validation errors will actually
prevent you from submitting your Workforce Projections; the intention is to highlight possible issues to you

SO you can cleanse your data before submission.

The system will run the suite of validation checks for all staff groups whenever you click save. Therefore,
unless you are the first person to save any data, similar to the table shown below, your entire Job Family
data entry template will indicate errors as all fields are empty.

» The Data Return Component was modified successfully.

DTHER THERAPEUTIC SERVICES

Clinical Psy'chnlom( and Counselling National Statistics| NHS Board ¥ear 1 Projection| Year 2 Projection| Year 3 Projection

pand 1- 4 = 1 T [ T |
5 s be X 5 e b= M E s b 25 s be
sresent present pressnt present

pands -5 o - 1 [ I I |
xE Must be » = Must be b 4= Must be x= mMust be
orasent present pressnt pressnt

Not Assimilated / Not Known | | | | | | [ |
R E e be ® 5 pyisebe HEl s b =y be
oresent pres=nt pr=s=nt present

|Genelic Counselling i | Statistics] NHS Board)| Year 1 Projection] Year 2 Projection)

Band 1 -4 | | | ||
® Syt R = s be = Must be
[present pressnt pressnt

Band 5- 9 | | | ||
XK = e ba ® 5l e be R it
present |presant present

Mot Assimilated / Not Known |_ | |_ | l_
®x= Must ba ® = Must be M= s be
resent present prasent

Optometry National Statistics| NHS Board| ¥ear 1 Projection| Year 2 Projection| Year 2 Projection

[ 1 T [ I |
= Must ba B 5 gyt be M E s be B st b
oresent present pressnt presant

e i | I (I L Il |
R e b e AIEITREE HE e 5 buse be
oresent present pressnt presant

Inot Assimilated / Not Known =i LI ] i

You should review and address all the validation errors based on the description of error. Mostly they will
be along the lines of “must be present” where the field has been left blank, or “not in the expected format”
where a character field has been entered incorrectly or there are not enough decimal places.

You may find having the error messages on display distracting. In this case, you can choose to Clear
validation errors (Fig.a) and this will revert the form to its state before the error messages appeared
(Fig.b).

Fig.a Fig.b

Year 1 Year 2 Year 3
Assumptions - Include direction of travel, changes resulting from servic Projection Projection Projection

Grvalidaticm Fill all blank cells with zeros

v

It's important to point out that if you “Clear validation errors”, this is just clearing away the error message
wording, it does not rectify the actual error which still remains until it has been fully rectified. Therefore it is
possible that you will submit your return whilst it still contains “acceptable errors”.
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Validation error reports

To compliment your own in-house quality assurance checking processes, an automated validation error
report has been built into the system.

To access, click on the ‘Menu’ button at the top left hand side, click on ‘Data Returns’, and then select
‘Validation Errors’:

[Wenu] Logout |

Security
Data Retums

Manage Data Returns
validation Ermors 2 CI—
Manage Uplocad Data Transform Jobs TA
Reports
| Dashboard .
Parent Oroanisation | EEE———— == .

You need to specify the Data Collection Type as NHS Board Workforce Projections, and the Data
Collection as NHS Board Workforce Projections using the drop down lists. Any errors will be displayed
as shown below:

t= Collestion Tyee [N Board Workfarce Projections V|
=tz Collz<ien [\ ue Board Workforce Projections Test /|
Filtzr Errors D
Eror Codes  |Error Code Description Error Count| Action
BO1#F NHS Board must b= an =xact 3 decimal numbergreat=r than or =qusl o zem 204 g
BO1#M 'NHS Board’ must be present 1 ‘ Salact
—
BO2#F Year 1 Projection” must be an exact 3 decimal number greater than or equalto zem | 205 Sel=ct
B022M | V=ar 1 Prsjection’ must be present 1 e
BO3#F Year 2 Projection” must Be an exact 3 decimal numbBer greater than or equalto z=mr (205 Salact

To address any of the listed errors, click on ’select’ (as shown above) which will then open a table listing
an error description and location.

Validation Errors E . N ] o " Comments
P rror s rror . omments| Comments -
Organisation Code Error Description Value Error Message Error Location 'Cleﬂred Comments| By Created Dat;ga;urn Action
—

2 Projection’ Mustbe an exact 3 Groups :
NHS Education be an m al decimal number (Me ental
for Scoland BOJZE number greater than or 0 greater than or Support) : () : () : False b Sl e mim=nt i
equal to zero equal to zero s
‘Year 2 Projectlon‘_ must Must be an exact 3 Staff_Gmups -

You can then click on ’Edit’ which will take you straight to the data point in question, drawing a red box
around the field, similar to below:

NHS Education for Scotland

FF GROUPS

dical and Dental hd

DICAL AND DENTAL

% National
I Medical and Dental HCHS Staff Statistics | NHS Board

sdical 5 # 5 yust be = dedmal number greater than or equal to zero
intal 17.7

‘'omments / Data Quality Issues / Direction of Travel / Service and Speciality Issues

Because you are in edit mode, you can now type into the unfilled field and update the cell, and the click on
save. You will need to do this for each error.

It is recommended that you also now go back to enter/amend the data at source. Remember that each
time you submit via ProcXed, data from any previous submission will be overwritten. But you can
submit data as many times as necessary.
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Submitting data

Once you are satisfied that all departments have entered their data and addressed any validation errors,
you are ready to employ the ’Save and Submit’ option.

STAFF GROUPS
Unallocated / not known
National Statistics I:
[ Medical and Dental v

MEDICAL AND DENTAL

M
All Medical and Dental HCHS Staff Sti
Medical i1l
Dental

Ebm[nerltsf Data Quality I§§_ues,f Df'-r_gtn:lz-ihqn of Tr‘a_!"cj /

Clear validation errors Fill all blank cells with zeros

OVERALL COMMENTS AND PROJECTION TEMPLATE SIC
Show

Back Save < Save and Submit >

When you press the button to submit, a warning message will appear at the top of your screen saying that
once the data have been submitted, you will no longer have the ability to edit. If you want to proceed with
submission, press ’Save and Submit’ again to confirm.

Menw | Logout | |Back |save Ssveand Submit  Validation Em:)rs‘ V\ Previous Eror Next Error Curmrent User: NHS Lothia

« The Data Return Component was modified successfully.

If the submit is successful, you will not be able to edit. If you wish to continue, please click Save and Submit button

again. Save and Submit

snol?»'-;ll’ Scottish Excfha nge

This compenent was last opened by NHS Lothian at 29 Dec 2016 15:11.

This compenent was last edited by DataCollection Owner at 29 Dec 2016 13:04.

At this point, HSCA will be able to review your submitted projections data. However, if you realised that
you’d like to make a change to your submission, you can still contact the central mailbox: wpf@gov.scot
and a member of the team will return your data form, allowing you to make the necessary changes.

Otherwise, once submitted, you will NOT be able to edit again.
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Notes on multiple users

Each Health Board may have multiple users, each completing data for the job family discipline or

department they’re responsible for. If this is the case you should bear in mind:

¢ Only one person can be in edit at any one time — a message will pop up to clarify that a colleague
from another area is already in the system, preventing any loss of data.

¢ As well as agreeing data values, the relevant departmental lead should review and agree the

narrative prior to sign off.

e Remember to save the form regularly when you are updating information, but do not click ‘Save
and Submit’ until you are confident that everybody else has finished inputting their information (see

section on submitting data).

National statistics data entry

The team of workforce analysts at SG will enter nationally published data into the ProcXed template once it

has been made available. As only one user can edit at a time, the system will be taken off line for a

maximum of two weeks between May and June. The first date the system will be off line will be visible in

the “End Date” column when you first log in.

N\

Data Return Components Collection Name Organisation

Status/ | End Date

ked By

Action

NHS Board Worlkforce Projedions Test|NHS Lothian

Iangr*s 2016-12-31 )

Edit

Ovarview

N——
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Reports

As well as the validation checks, there is a selection of reports which you can run at any time. These will
also help assure you of data quality, and can be saved to your local system for future reference.

There are currently four automated reports which can help validate your data:

Report title Overview

Narrative All narrative comments provided by your individual Health Board
report

National Matrix of your own Health Board National Statistics data

statistics

report

Print Master spread-sheet of your Health Board’s projection data

Report

Publication Projection table for your own Health Board to be published in August.
preview report | And Chart based on only your Health Board data.

Note all reports can only be accessed by authorised staff within the Health Board. You will only be able to
see your own Boards’ data, not any other Health Board.

To access available reports, click on the Menu button at the top left hand side, select “Reports” and then

'View Reports’.
[Menu] Logout
Security
Data Retums
e change

| B — .
You are then presented with a secondary page where you select from the drop-down which report you
want to access.

ew Heports

Pparent Organisation  INHg Education for Scof

Advanced Search [

Crganisation |

Selected Organisation and All @
Desc endants

Selected Organisation O
All Desc endents

Only Direct Children

Data Collection Type | NyS-Besmrmrewdgcs Projections

Flease Salect...
Repogfs rate Repar |
Mational Statis tics
Lo Prirmt Report o 7
Data Collectio ublication Preview _J fbiections Test

Wizw Repart

Depending on the amount of data, reports may take up to five minutes to display, so please be patient
and don’t repeatedly press on the “View Report” option.

See the relevant section below for a full description of each report.
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Narrative report

The Narrative Report collates all of the information for your board which has been included in the
comments fields:

en ¥ Scottish Exchange
g SEOU® o

Proc¥ed Report
vB2.00

I 4 [z of 37 b bl 100%0 ~ -
1. Ovenall
1.1 Comments / Data Quality Issue s/ Direction of Travel

1.2 Brief Information on Workforce Cost Savings (non-staff) i.e. Bank/Agency usage, overtime and e xce ss etc.

1.3 Please note how workforce changes are being driven by the implication s of an older or ageing workforce

2. Medical and Dental
2.1 Comments / Data Quality Issue s/ Direction of Travel/ Service and Speciality |ssues
Expect aninflux of bandages it coming years

This allows each staff member with the correct access to review the comments relating to each of the

job families. Once complete, this Narrative Report should be reviewed by the authorised signatories for
your board before sign-off.

Reminder note - When you are completing the narrative, there are several Job Family areas where
you are asked to provide additional, specific information. Please refer to Annex 2 for full details.

National statistics report

This report shows the national statistics data which the HSCA team have entered on your behalf whilst the
data entry platform is taken off-line for a maximum of two weeks between May and June.

S m Scottish E)\c.change

[ G
ProcXedReport
v82.00
[ ofd b Pl 100% R
Staff Group Profesion Sub Profession Band NHS
Education for
Scotland
Medical 487.974
Medical and Dental All Medicsl and Dentsl HCHS Staff
Dertal 15,100
Band 1-4
Physician Ass s tant Band 5-3
Mot Assimilated / Mot Known
Band 1-4
Theatrs Senices Band 5-8

These data should match the information which you previewed and agreed for publication by ISD. Because
this report will match what has already been published, it is an easy reference for comparing your local
baseline to what was agreed for publication.
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Print Report

The Print Report option can be accessed in one of two ways

Option 1

When you are completing the data form, you will be able to see a toolbar menu at the top of the page:

Menu | logout Sack | Zave Save and Submi < Print Repark '\.':){.f:ticr Emors

san Y Scottish Exchange
g SeoU e Sy

NHS Board Workforce Proj
MHS Education for Scotla

S5TAFF GROUPS

| Medicsl and Dental v

MEDICAL AND DENTAL

Mational Year 1
All Medical and Dental HCHS Staff Statistics HHS Board Projection

edea 25757 || |

By choosing this option, you will be able to print off what you can see on the screen, or the data entered for
any job family.

Option 2
Select ‘View Reports’ via the IR P O
dropdown list as described Only Direct Childran
earlier:

Data Collection Type |NHS Board Work force Projections

Reports [T

o Print Report | —
Data Collection Publication Proview  Croiections Test

View Report

When you first click to select this report - via either of the two routes. You will be presented with a screen
like this:

N-Y%
Procied Report
+32.00
I 4 I Jarsz b bl -
NH 5 Board Workforce Projections 2016 5 ubmis sion date:
NHS EDUCATION FOR SCOTLAND nat submitted

TABLE OF CONTENT S
OVERALL
PROJECTICN SIGN OFF
MEDICAL AND DENTAL
MEDICAL AND DENTAL SUPPORT
NURSING AND MIDWIFERY {EXCLUDING INTERNS)
ALLIED HEALTH PROFES SION
OTHER THERAFEUTIC SERVICES
BEALTHCARE SCIENCE
EERSONAL AND SOCIAL CARE
AMBULAMCE SERVICES
SUPPCRT SERVICES
ADMINISTRATIVE SERVICES AND MANAGEMENT
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By clicking on any of the links, you will see the relevant data. For example, the OVERALL option shows
you the total staff in post data entered to date for you board:

Overall
Baseline
All Staff I(aﬁ_nml . : Year 1 :t_ea_rz !rea_rs Yea[ 1 i?i} Yau[ 2 {?ﬂ Yea[& {?5'_1
Statistice NHS Board Variance, Projection| Projection| Proj F P roj F
All Staff Groups 540.6 2,036.6 1,496.0 1,045.4 4B.7%
Dental 151 15 136 1.5
Iedical 4880 457.9 0.1 505.9| 37%
Sub Total 375 1,547.2 -1,509.7 538.0 568.0 3835 -65.2% 5.6% -32.5%
Medical and Dental Support 19.2 20.6 14 20.6 20.6 20.6 - - -
Al Staff
Band 1-4

And the other links show the wte entered for the relevant job family. Each job family report is laid out in a
similar way to the data entry form.

You will see there is also a Projection Sign Off report which illustrates if the relevant Leads have seen and
authorised the projections return:

PROJECTION 5IGH OFF

Completed return s hould be signed off by the NHS Board Chief Executive. Inthe cas e of the
Mursing & Midwifery and AHP workforce projections, the NHS Board Murse Director and AHP
Director/Lead res pectively s hould have professional owersight and have endorsed these
projections as part of the oversll MHS Board Workforce Plan.

Sign Off Check Box - Thismud be completed

Chief Executive

Murs & Director {where appropriate)

AHP Director/'Lead (where appropriste)

Healthcare Science Lead (where appropriste)

Local Partnership Forums

W ork load'W orkforce Tock Used & Referenced

Remember all the relevant Leads must sign off before you submit.
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Publication preview report

The “Publication Preview” report option is a summary of your board projections in table and chart format.
This report serves as a preview what will be published in August for your board. You should be sure to
review that you’re happy with this before submitting.

Projection tables - main findings

NH S Education for Scotland projected staff in post (WTE) change s for financial year

20162017 by staff group
Board ba=line 2016/2MM T projections

Staff Group 31-Mar-2016 31-Mar-2017 Change Change %
All staff groups 20366 1,045.4 -591.2 -48.7%
IMedical 4879 5059 18.0 2.7%
Crental 1.5 1.5 - -
Medical and Dental Support 208 208 - =
Murs ing and Midwifery - - -
Allied Health Profession 1,0052 - -1.005.2 -100.0%
Other Therapeutic Senices 17.2 17.2 =
Healthcare Science - - -
Pers onal and Socisl Care = - =
Ambulance Services = 2 E
Support Services = = E
Adminis trative Senices 5042 500.2 -4.0 -0.8%
Msnsgem ent [non AFC) 4.0 4.0 -

The chart is an extra piece of information to help you understand your boards’ workforce projections. The
red line is your boards’ overall average projected increase or decrease based on the data available at the
time. A sharp drop or influx should help you to identify possible problem areas and obtain a narrative

around the reasons.

Projected percentage change for NHS Education for Scotland workforce, 2016/2017

20:0% -

Oyeral pruiél‘.'.l};'
00% O @EcreBfiof-48.7%

=40 .0% s

i \._z' L '|$B°D
; P
& of

.Jq’

50 0%

Porcontage change

-50.0% 4

-100.0%

-120.0% -

Page 15



Exporting reports to local systems

All reports can be exported from the on-line system and saved locally. Click on the save icon as circled
below and select the format you prefer (Excel, PDF, or Word).

ESNTE

ProcXed Report
v8.2.0.0
Overall
Baseline

National
S il Statistics NHS Board Variance
All Staff Groups 17,885.0 10,040.9 7,844.1
Dental 240 123.0 -09.0

As the Publication Preview report displays the data which will be nationally published in relation to your
health board, it is recommended that you save this for reference. Saving reports to your local system will
provide evidence of your submitted values over time.

Please note and remember that once the data are exported, they are not dynamically linked back to
the web platform. Therefore if you make changes locally, these will not be replicated on the web

platform.

Support

Please do not hesitate to get in touch with us should you encounter any difficulties.

In the first instance, please email wpf@gov.scot

Or if you need to speak to a member of staff:

Data queries | Policy queries

0131 244 24140131 244 7350
0131 244 7551 0131 244 3325

0131 244 4182 | 0131 244 4823
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Annex 1

Validation checks have been incorporated throughout the data entry form.

The automated checks, in no particular order, are:

e A numerical value for NHS board base line must be entered i.e. the cell cannot be left blank, and cannot

include a comma separator:

NHS Board

x = Must be present

[

1,005.222 x= Must be a decimal number greater than or equal to zera

[

0.000

[

An additional feature has been added where you can select to “Fill all blank cells with zeros”. This
can be used to complete the blank fields with a zero very quickly.

STAFF GROUPS

|Medicai and Dental V‘

MEDICAL AND DENTAL

All Medical and Dental HCHS Staff

MNational Statistics|

NHS Board

Year 1 Projection|

Year 2 Projection| Year 3 Projection

Medical

Dental

Comments / Data Quality Issues / Direction of Travel / Service and Speciality Issues

Clear validation errors Fill all blank cells wity

When you click on this button, you should choose to = Leaveé this page
The page will then be updated to include zero values.

Remember this process will need to be repeated for each for each staff group.

¢ Projection validation checks will help you to submit a cleaner data set and there should be less need for
us to contact you with validation-type questions. As you can still submit your data even if there are
error warnings, it would be helpful to acknowledge and explain the errors via email or phone call.

Errors appear when:
a) data are not to 3.d.p.

=l 3
1.5|® = Mustbe an exac 2 dedmal
number greater than or equal to zero
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b) Year 1 projection is equal to the baseline figure, or in subsequent years, projections are the same as
the year before i.e. staff predicted to flat-line

Year 1 Year 2 Year 3
Projection Projection Projection
166.430| % 166.430| % 166.430] %
= Must = Must o Must
not not nat
equal equal =qual
bazelinz Year 1 Year 2
{MHE Proie ction Projzction
Baard)

c) Projection figures indicate a very high increase, or a very low decrease.

equal-to orbe

Year 2 Year 3
Projecton Projec Gon
. 200.500] % = yest 20.005] % = Mt

=gual iz arde

¢ You can choose to Clear validation errors (Fig.a) and this will revert the form to look as it did before
you pressed save and errors appeared (Fig.b).

Fig.a

Assumptions - Include direction of travel, changes resulting from service

Fig.b
Year 1 Year 2 Year 3
P ro!'ection Pro!' ection Pro!'ection

< Clear validation errors Fill all blank cells with zeros

~

It's important to point out that if you “Clear validation errors”, this is just clearing away the error message
wording, it does not rectify the actual error which still remains until it has been fully rectified. Therefore it is
possible that you will submit your return whilst it still contains “acceptable errors”.

If you have any issues interpreting the error messages, please get in touch: wpf@gov.scot
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Annex 2

As well as the general “Comments / Data Quality Issues / Direction of Travel / Service & Specialty
Issues” required for each Job Family, additional commentary narrative is requested for specific Job
Families.

You should provide additional information in the on-line Workforce Projections platform for the Job
Families as specified below.

2.1 Medical and Dental
1. Comments / Data Quality Issues / Direction of Travel / Service & Specialty Issues

Figures should include Doctors and Dentists in Training. In order to help inform the process of setting
the medical and dental trainee intakes please indicate any specialties where demand for consultants is
expected to vary significantly from the annual 1% growth which has previously been built into the
modelling

You may wish to enter your narrative below — the box size will automatically increase if required — then
paste your text into the online Workforce Projections platform

2.2 Nursing and Midwifery (excluding Interns)
1. Comments / Data Quality issues / Workload & Workforce Planning Tools

Please indicate how the application of nursing and midwifery workload and workforce planning tools are
informing workforce planning decisions.

You may wish to enter your narrative below — the box size will automatically increase if required — then
paste your text into the online Workforce Projections platform

2. Assumptions - Include direction of travel, changes resulting from legislative or policy
developments, service redesign & configuration for Nursing and Midwifery workforce, Advanced
Practice and Support Workers (Note: include likelihood)

In order to help inform commissioning of education for advanced practice, and further planning for
Support Workers, please provide details on current numbers of Advanced Nurse Practitioners and what
the future requirements are likely to be. Within this, please indicate any specialties/settings where
demand for ANPs is expected to increase significantly.

Also, given known or anticipated legislative or policy developments, demographic pressures e.g. ageing
workforce and/or other service developments affecting the Nursing and Midwifery workforce, including
the Health Visiting, Neonatal, School Nursing, Community Children’s Nursing, District Nursing, and
Specialist Nursing workforce, please provide more information about your workforce requirements and
plans in respect of these disciplines.

You may wish to enter your narrative below — the box size will automatically increase if required — then
paste your text into the online Workforce Projections platform
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2.3 AHP

1. Assumptions - Include direction of travel, changes resulting from service redesign &
reconfiguration (Note: include likelihood)

Please provide more detail on your workforce plans, including succession planning for smaller
occupational groups (such as orthoptics, arts therapists or prosthetists).

It would be helpful if boards could provide narrative on any workforce changes being driven by
integration e.g. Occupational Therapy Services being integrated across health and social care. Please
note any changes to children’s speech and language therapy services. Please also note any changes as
a result of (1) national diagnostic, treatment or cancer priorities such as changes to the therapy and
diagnostic radiography or MSK workforce (2) Unscheduled care or patient flow (3) 'seven day' services
(4) Hospital at home or Intermediate care

Please provide any details on planned service redesign involving community paramedic practitioners.

You may wish to enter your narrative below — the box size will automatically increase if required — then
paste your text into the online Workforce Projections platform

2.4 Healthcare Science

1. Assumptions - Include direction of travel, changes resulting from service redesign &
reconfiguration (Note: include likelihood)

It would be helpful if boards could provide narrative on any changes to the healthcare science workforce,
for example linked to (1) diagnostic priorities (2) new technological changes altering the skill-mix
requirements (3) Advance practice roles being developed (4) better utilisation of assistant/associate
practitioners (5) small professional groups experiencing sustainability issues such as neurophysiology,
gastrophysiology, radiation protection and radiotherapy, as well as clinical perfusion (6) 'seven day'
services

You may wish to enter your narrative below — the box size will automatically increase if required — then
paste your text into the online Workforce Projections platform

2.5 Administration Services & Management (Non AfC)
1. Health & Social Care Transfers

Please give details of numbers of transfers in and out, including what they relate to i.e. Prison Service
staff, Council staff etc. These figures should already be taken into account in the staff group projections.
This is the space to state the overall impact of integration or other changes which span across more than
one staff group.

You may wish to enter your narrative below — the box size will automatically increase if required — then
paste your text into the online Workforce Projections platform
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