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Monthly Reminders - September

- - - AD AD LD E
Finalisations [ Yo ‘"ﬁ-“fl Payroll Cut Off: All Staff
All shifts and unavailabilities for August MUST zayroll Cg‘angﬁ? mll‘St 912 SIS b3|’ AR
be finalised by 12.00 on Friday 4 September to PRI WL HERL ES 10 GEl R
information.

enable the workforce operational team to submit
the information to payroll.

All payroll changes MUST be submitted to the
workforce team by the payroll deadline of the
corresponding month, e.g. April terminations/
hours changes/eforms need to be with workforce
by Monday 7 September.

Please ensure that ALL shifts, including
cancelled ones are finalised.

Any roster not finalised on time, will removed
from the submitted payroll file; if this happens
staff will not be paid any enhancements or
overtime.

Staff Absence - sickness

If a staff absence needs to be extended, please contact the Workforce team to
do this, DO NOT add another absence episode if it is for the same sickness
reason, this causes issues for the Workforce team and Payroll.

Please ensure that sickness absences are recorded with the correct reason and
certification.

Quick reminders....

© Moving to a new role - If staff are moving to a © Moving to a new post - managers, please
new role in the trust, do not submit a remove any shifts/duties that have been
termination on ESR as this will terminate their assigned to the person after the date they leave
UHD contract. Internal moves will be actioned your department.

by Recruitment. o
© Payment Progression meetings - it is

©  Emailing the workforce team/workforce essential that these are recorded on ESR at the
trainer: same time as recording a staff member’s
Managers - please make sure you include appraisal, for guidance on this, please click
employee staff names and numbers, if it is only here.

for 1 person, please put this is in the Email ) '
Subject Line. © DBS Update service - are you signed up?

Staff - please add your name and employee Want to find out more, click here.
staff number to the subject line
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https://intranet.uhd.nhs.uk/uploads/human-resources/documents/how-to-upload-appraisal-records-and-pay-progression-meeting-for-non-medical-staff-jan2025.pptx
https://www.gov.uk/dbs-update-service

September 2026

Tip of the Month a

Career Breaks

Career breaks are time that a person takes away from their normal working life, within the organisation,
career breaks are for 3 months or more.

If you have a member of staff who is taking a break from work, but it is less than 3 months, please record
this as another suitable unpaid leave type.

If you are a manager of someone taking a career break, you must complete an SR3 (section 5) as well
as recording it on the roster.

Why should it not be recorded as a career break?

A career break impacts on pension deductions.

Rostering - net hours project

The Workforce team will soon be launching a project focused on reviewing net hours on the rosters.

The primary focus will be on net hours, however, the project will also include reviewing shift names and
identifying shifts that remain outstanding and are regularly not being utilised.

As part of this initiative, we will be holding face-to-face meetings with teams across the trust. Please note
that these meetings will not commence until September.

Please note: staff should not accrue more than 10 hours TOIL and it must be used within 3 months of it
be accrued.

August Bank Holiday (31.08.26)

If staff do not normally work on a Monday, assign a If a person is doing an on-call shift on a
DO shift ‘pg or leave the day blank. bank holiday, this should be recorded OC BH
as OC BH working day unavailability for

September 2026 the bank holiday date. The work time should
fthe person is off for the ¥ ’ correspond with the number of hours the person
week, Monday 31 A would normally work on that day.

August should be A/L BH I

and Tuesday to Friday as
AL, ooz "
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me Contacting the Workforce Team

=)

Please use uhd.workforcehelp@nhs.net email for roster and general workforce
queries or call 5552.

ESR Manager Self Service - Audit and Refresher

If you have been send the audit quiz, please ensure that you complete it before 16 September. After this
time the workforce team will be reviewing access and yours may be removed!

Change to an employee’s working hours
If an employee is increasing or decreasing their working hours, this is actioned via ESR MSS. Please
consider the information below before amending any contractual hours.

For staff who are or wish to be on a term-time only contract, if changes are required, please
contact uhd.hroperations@nhs.net

Staff terminations

When you are terminating a staff member on ESR (when they are leaving the organisation), please avoid
using the following leave reason - Other/Unknown.

Annual Leave

As we head toward autumn, staff should be starting to book in
any remaining annual leave they wish to take. To review how
much leave you have left, please log into your Loop account, e - Other

go to the menu and select Leave.
Entitlements m

c . . = Annual Leave 31 Mar 2027
Managers who wish to review the annual leave for the unit(s) € 1567 days remaining

they manage, can do so via the roster system. (. Annual Leave 31 Mar 2026

Expired

< Leave Q +

Rostering>Entitlement Report

This report allows you to see total entitlement hours, entitlement used, entitlement left and also a
breakdown per person per quarter.

Uf{\hw- ALL staff should be requesting their annual leave via Loop - even those with full roster
< access.
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Loop account issues

Before contacting either the workforce team or the workforce trainer about Loop issues, please do the
following:

o Log out of Loop completely and then sign back in.

. Ensure you have you created a Loop account.

. Log in with the correct email address and password.

. Ensure you are connected to the organisation.

Please ensure that you update the app when prompted and once you have updated, if you can no longer

see your calendar, log out of Loop completely and then log back in.

In the most recent release, a new help function has been added to
the app and the web version.

. YU a &

The help function is accessible 5 ® @

from the main menu, setting

and support panel in the app. o L

o @ 8 2

Acthit @ oumesmon covon
The Help button gives you ® o =* @ 0 e (3 RLDatix
access to various video’s ' L

. ‘ y . v e @ «—— ‘

relating to ‘How To’ guides or oot pgre——
Troubleshooting guides. o oo & ov1on s Cocsrar

B 8 @ =2 o0 g =

Useful troubleshooting guides o a & ° . 2

include: Before you connect

to the organisation

. Account already has an —_— & @ & e+
external identity :_= "

. Connect to organisation - o — e
login password errors S —— ——

e Accountis already When you are not
associated with the PS—— connected to the
selected trust Comect e organisation

. User already exists
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The help button is also available on the web version, however, it is only available to

when you are connected to an organisation.
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Staff who request duties now have the option to request individual duties or multiple

duties at the same time.

NHS

University Hospitals Dorset
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S
S

Loop Help Centre 1

< Request Duty < Request Multiple Duties

Athelstan War - West - Agenda for Change -
Senior Staff Nurse

@ 02 Apr 2026-06 Apr 2026
abe nurses - Band 5 AN

@ 29 Apr 2026-26 May 2026
' @ 27 May 2026-23 Jun 2026

. 24 Jun 2026-21 Jul 2026

Select an option to continue

W Request Duty
Submit a single duty request for a specific date
and time

B Request Multiple Duties
Submit multiple. Uty requests at once

Requrement =

| Long Day
@ 07:30-20:00

29 Apr 2026

Select shifts 10 box

< Request Multiple Duties

ade nurses

26 May 2026

Sttt Type =

Early
@ 07:30-15:30

Combined - Viki

@ 07:30-20:00

Late Long Day
| @ 10:00-22:00

Night
@ 19:30-08:00

Twilight

2

shifts selocted

We are (21790 CTSIZTN

< Review Seloction
< Select Multiple Duties ance! 29 Aor 2026 - 26 May 2026
i - ay @
Night the 0 a
@ 19:30-08:00 w T ¥ s s - T
20umot 2 wie » 30 1 2 3 4 )
- um
w ' . [
i n ® 1 w L [} » 0 2
1 B =
- —
When you complete your selection = ™ " ¢ ¢ o 7o
for all shifts, you will be able to
" - ¢ access a complete calendar i L
1 overview through the Review
e v w w w w w w | Selection button, with their
selected duties highlighted in
e T
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Other enhancements to the Loop app include:

Making it easier to switch organisations. Within the trust there are some staff who are linked to UHD
and also another healthcare organisation. When clicking on the button indicated in the screenshot
below, you will be taken to a new page where you can choose which organisation information you
wish to view.

From the main menu page From the personal roster page
June 2026 v 0 = S
o —c| SEENEE (o -
Favourres Ean Favourtes e . v
APy —— Last wodated: 04/D62026 a1 1932 Q
L8] T a w23 ' feh Orgardsston
- o B A - £
e RLDatx Health o
- @® a 2 = wou s ey v u RLDwtix Hesith
-
A A . o & &
Activtios th Alocste Megicsl Centre was 9 » " 2 o - "5 ' .
v 6 . 2 " g— mn » m h Aiocate Medicat Centre
CabOss Otk WO Lson g GonHealts
- & Welness wio w o w oW w0 N
> o o e R
. h Veairy
g~ - e Veany
w2 B M % W B B »
Cornected Apgplicatons m m
® @© W ©
@ ® © @ o [ Msnags Organisasons g 8 « o @ (2 Masags Crgesteatioss
S T R | wwbes o e i toeten |

Connect to organisation screen

Improvement to the error PR — < Diconmec rom Orgureation < ComecttsOrganaation
messages when you are STI202R0A ST1202R0A
unable to connect to the : f
organisation. The error — o
messages are now clearer, _
more specific and more — —— —
actionable so that you will
have a better understanding
of what went wrong and
what action is required.

your organation please eotte your

An error message that the An error message that no user
account is already linked to An error message for incorrect account exists with the
Loop. password. specified username.

P g Jore team
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Contact details: uhd.erostertraining@nhs.net

Updates from the trainer

Roster support HealthRoster Access

All staff with manager access to the rostering Do you or a member of your team need access to the
system are encouraged to contact the workforce rostering system? If so, please complete the fraining
trainer to request additional support when using the checklist form. Do you need a change in your access

level? If so, please complete the Changes to current

system.
access form.
If this is something that you would like, please
contact uhd.erostertraining@nhs.uk and the trainer If you or a member of your team no longer need
will be happy to arrange some time with you, this manager access to the rostering system, please email
can either be on site or via teams. uhd.erostertraining@nhs.net

Short training sessions

On the 17th September, the short training sessions will recommence. Each session will be no longer than 30
minutes.

If you wish to attend one of the sessions, please have a look at the Drop-In session and Webinar information
on the Workforce SharePoint site and then complete the booking form.

Optima Upgrade - what’s new? m—

Audit Trail

o Login page - now aligns with the other Optima systems. @ Cranaoo snoo st spmrot ) Al anges

Audit Event Type Use On Lead Time
. Change of font. o ‘ '
B) Move Demand Morrison, Susan 21/08/2026 13:09 7 Days 17 Hrs
(23317402)

o Move Demand - new audit trail

What roster access should | have?

Staff should have the level of access that is appropriate to the tasks they are required to perform. If, for
example, you are a band 7 or band 8 and all you need is to be able to approve leave, you do not need a high
access level to do this.

The new access levels are on the workforce systems SharePoint page.

Check staff access level

@ Did you know that all staff with manager level access on the roster system can view the User

= Account information?
QUICKTIP

Go to Admin>User Accounts By Unit. Select your unit, change the State to Active and
search.
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https://nhs.sharepoint.com/sites/R0D_WorkforceSystems/Lists/Training%20information%20%20courses%20and%20trainer%20on%20site/1%20Full%20List.aspx?viewid=da6cd4b4%2D7226%2D4c79%2D978c%2De0354795e71f
https://forms.cloud.microsoft/e/q7KFSW3SfB
https://nhs.sharepoint.com/:b:/r/sites/R0D_WorkforceSystems/Shared%20Documents/HealthRoster%20(Optima)%20-%20General/Optima%20Access%20Levels.pdf?d=we014e193abf843f0989a28495b81cc4d&csf=1&web=1&e=Ymwxak
mailto:uhd.erostertraining@nhs.net?subject=Roster%20support
https://forms.office.com/e/5ejiPRjVA3
https://forms.office.com/e/5ejiPRjVA3
https://forms.office.com/e/n06Ljqfcfy
https://forms.office.com/e/n06Ljqfcfy
mailto:uhd.erostertraining@nhs.net?subject=Change%20of%20roster%20access%20required
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Navigation Panel

. ; The navigation panel is now more ‘user friendly’. Clicking on the area highlighted with
ALl the red box, will hide the panel giving you more screen room.

Q
-} Additional Duty Enhancements
= N SafeCare now displays the reason for additional duties as Enhanced care for
suis well as the additional duty icon. Hovering the mouse over baywatch
s i . the additional duty gives a screen tip, clicking on the icon

will show this information.

[]

Sunburst

Approval - rosters which require approval will appear on the Sunburst once the roster is fully approved

There are some new columns that can be added, by click on the column settings button:

March 2026 B €« >

. Dwisions b Departments > Units > Shift Types » Clear All
This week

M T w T F

9 1w 12 13

[0 Exclude shitts exciuded from SafeCare Cale I3 Export ToExcel] M Cokimn seftings

Division Department Unit shift Missing Charge Cover Staft:Patient ratio (Operational) | Staff:Patient Ratic (CHPPD) Shill Mix Missing Skills

PpUGY Germany PpUGY Unit2 Late - T 112 100/0 ]

Unknown

~_Unavailability section

This section now closes the tabs by default.
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Refresher training

Some staff have already had and completed either
a roster refresher assessment or ESR MSS audit
assessment.

The intention of these type of assessments is to
give a baseline of what people know and any
training gaps.

As an organisation we need to ensure that all staff
with access to workforce management systems are
aware of the best ways to use them and also any
changes to processes. Each person who has
access to these systems will now be required to
complete this type of baseline assessment every 2
years to ensure compliance.

If you receive an assessment, please complete it
by the required date or you may find that your
access is either downgraded or removed.

The team are not doing this to give you more work,
but to provide you the correct knowledge of the
processes and the best practice.

NHS

University Hospitals Dorset
NHS Foundation Trust

Flexible working patterns

Some staff have agreed flexible working patterns.
The shifts and days off these people work need to
be correctly recorded on the roster system -
remember, a finalised roster is a legally binding
document!

A lot of people are now choosing to work a 9 day
fortnight, so work extended hours for 9 working
days to give sufficient time to have 1 day off every
2 weeks.

A concern with this is annual leave. If you are
working this type of pattern the leave you take
needs to match your working pattern, so, if you
work 8 hrs 20 mins on a day you wish to take as
annual leave, this is the number of leave hours you
need to request and will be deducted from your
leave entitlement. Failure to do this, means that
you will show as owing hours and will need to make
up the time at a later date.

If you would like to discuss this further, please
contact the workforce trainer.

If you have used the system for a while or are relatively new to the system and are not sure about some of the
menus, tools or filter options, please take some time to complete the

Optima System Navigation eLearning module.

You can complete the module at your own page, there is no formal
assessment, although there are some quiz questions in the course.

@ Allocate Optima elearning -
System Navigation

People Moves SharePoint & Transforming Care Together

The trust have a People Moves SharePoint site which is updated \' Transforming
with information relating to various topics relating to the 4 $g£]ee ther

transformation and the moves taking place within the trust.

Click here to have a look.

Better for patients, better for staff

Missed the briefings, catch up with them here.
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https://nhs.sharepoint.com/sites/R0D_PeopleMoves2
https://intranet.uhd.nhs.uk/index.php/future/staff-updates
https://intranet.uhd.nhs.uk/systems/elearning/allocate-optima-system-navigation-raw/index.html#/

The Band 2-4 and Career Development team are run- Upcoming meetings are on the following dates and
ning the monthly support worker forums, open to anyone times:

working in a band 2 - 4 clinical support role.
e 22" September 1-2pm
To join the HCSW Teams Channel, please email

th
uhd.ready2step@nhs.net or click on the link on the ® 207 October 1-2pm
Intranet page.

Supp@ﬁ

oIin the conversation!

Connect | Share | Qrow

Join us for an interactive session
with guest speakers presenting on
fundamentals of care and up to
date topics.

This forum is dedicated to:

® Supporting HCSWs wuith
educational training essential
to their roles

® Promoting career development
opportunities

® Providing a safe space to
speak up and navigate
challenges

WORKFORCE

HCSW Forums run monthly -
upcoming forum dates and times wuill
be sent out via screensavers and the
staff bulletin .

Connect + ShQre + Qrow HCSW Forum

. z Open space for HCSW to
Your Online Support Forum Auvuaits! connect and share experiences

Join the forum via the HCSW m
Teams Channel. If you wwant to
join the Channel, click the link
on our intranet page or email
uhd.ready2step@nhs.net

Ready

Careers and

Apprenticeship
ACADEMY


https://intranet.uhd.nhs.uk/index.php/education-and-training/bands-2-4-and-apprenticeships/hcsw-forum

>

r:ve Live

Following the success of last year’s event, Thrive Live is back, and it’s bigger than before....

Click the image below to access the guide.
INHS

University Hospitals Dorset
NHS Foundation Trust

Thrive Live ¢ ,

14 September - 2 October 2026 ‘.‘
Your guide R
!

Rl 4l S
N

W
B

o
(L=

b ""

lN_lental Wellbeing

thmnmywowamuanmmhmwmngu [ =
We know how much you give every day 10 care for your patients, each othes  —~a =
and yous tamiles M\mlnmwumrmmmw L Q ”
the pressures and that come with it. Thrive Live is our . ‘ o .
opportunity 1o encourage you 10 take 3 ittle fime for yourself, explore the support | "
avatable and discover peactical ways 10 look afler your health and welbeng. | =5 y ys‘ca e elng
] Reatthy
With & range of axpert-ad SeSSI0NS, ACHVILES and reSOUNCs COVnng mantal, | -~ 1

physical, and financial wellbaing, we hope you find something that interests
you and helge you feel supported. This year She focus will also be on navigating
change as we prepare for transformation across out hossstals,

wmwwmqwmmammumnm
Having

‘ ‘aNavngahng Change
l‘a Financial Wellbeing

ling &
Thrive: Heslth and Welbeing intranet pages o find out mere.

Mmmmmmmmwuumymmmm
Wheivo, both

at work and at homo. Thank you 1o UHD Chanity for thew support in
making Theve Live possbie and helping us create More opporunaes for our staff o = T
1o prioritise their wellbeing ™ 1 ‘
e | '}General Wellbeing
Weekdorc ot and Welbiong Developrment Load (}‘m"w. ’
[ X : a ‘
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https://online.flippingbook.com/view/104675945/i/

