Guidance notes for Service Configuration Diagram Tool.

This tool is designed to illustrate the banding structure of a trusts current staff in post.  It works using information extracted from a trusts payroll system.  Whilst it is not vital that all the data items are present it is vital that the payscale is, if it is absent or not an AFC payscale the tool will not plot it.

This guidance explains the contents of each page and then runs through the process by which data can be uploaded into the tool.
Front.  The front page is the introduction to the tool, it gives some important information and contact details if help is required.

Criteria.  Once data is in the report by default it reports on all staff, if you want to restrict the report by just running on certain directorates, occupation codes or ethnicities etc you can select them here and the report will be redrawn.  Although within each category you can select only one item you can select multiple categories.  (for instance you can only select one ethnicity at a time but you can select an ethnicity and an occupation code to only return those staff).

Service configuration chart.  This is the page where the diagrams are displayed, the red bars represent the percentage of staff in each payband.  On the right hand side of the page there is some costing information.  The average cost for each band is calculated by taking an average between the highest and lowest salary available in that band, the result is then multiplied by the number of staff in the band to give an idea of cost.  At the bottom are listed a total cost along with a table showing WTE and headcount number of staff.
Planner.  This page allows staff to try out different models of staff configuration.  Next to each band at the top of the page is a black box, into that can be entered a number which will then be plotted on the table at the bottom of the page.  The green lines on the chart refer to the information currently plotted on the service configuration diagram for comparison.  At the bottom of the page are the average costings of the previous page and the average costing of whatever has been plotted on the planner page.

Adding new information into the system.  To add new data select the button at the top of the criteria page.  This will open the data page, all the columns headed in blue need to have data pasted into them.  It is vital that the column names stay the same and occur in the same order.  If the data does not exist leave the column blank but the payscale must be present and must be a national AFC payscale.  Once the data has been pasted in ensure that the columns with the green and purple headers are copied down so that they are the end of every line of data that has been inserted.  The trust name and month that the data represents have to be entered into the correct yellow cell (Y1 for date and Y2 for trust).  Once that has been done click on the refresh data button to be returned to the report.
For further assistance or information contact Chris Skilbeck 0208 5107517 or e-mail chris.skilbeck@homerton.nhs.uk
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