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Finalisations 

All shifts and unavailabilities for July MUST be 

finalised by 14.00 on Tuesday 4 August to 

enable the workforce operational team to submit 

the information to payroll. 

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. 

Payroll Cut Off: All Staff 

Payroll changes must be submitted by Tuesday 4 

August, this relates to contractual information. 

 
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 3 August. 

 

 

Monthly Reminders 

 If staff are moving to a new role in the trust, do not submit a termination on ESR as this will 

terminate their UHD contract. Internal moves will be actioned by Recruitment. 

 Do not contact the workforce team to manually update postings.  Once the posting information has 

been processed in ESR, the roster will show the changes within 24 - 48 hours. 

 If a person is moving department or leaving the organisation, ensure that any accrued TOIL is taken 

before they move or leave. 

 When emailing the workforce team or the workforce trainer, please make sure you include 

employee staff numbers. 

 If a person is moving to a new post, please remove any shifts/duties that have been assigned to 

them after the date they leave your department.  

Password resets 

All password resets for ESR and 

HealthRoster must be requested via 

the UHD and IT self-service portal, this 

also applies if you have locked yourself 

out of your account. 

Quick reminders…. 
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Unavailabilities 

There have recently been occasions where an 

unavailability has been added to the roster 

system AND also to ESR. 

 

If staff are on the roster system (HealthRoster 

or HealthRota), DO NOT add the unavailability 

to the roster and ESR as this causes 

duplication and may cause other issues. 

 

If staff take more than 2 

weeks unpaid leave, this 

needs to be recorded 

directly onto ESR, please 

contact workforce for 

support or guidance. 

 

 

Overtime 

Overtime/additional hours can be assigned to a 

shift when the person has worked agreed 

overtime, this is not the same as adjusting the 

hours the person worked on a shift.  

Overtime must be agreed by senior managers 

due to the cost implications. 

Before overtime is added or considered, ensure 

that the person has already worked or been 

assigned their full contracted hours for that day or 

week. 

Which option to choose? 

Overtime – this is assigned to staff who hold a 

full-time posting (37.5 hrs) 

Additional Hours – this is assigned to staff who 

hold a part-time posting (less than 37.5 hrs) 

UNTIL they complete 37.5 hrs per week, then 

overtime can be assigned. 

Tip of the Month 

Staff should only be assigned bank shifts once they have 

completed their contracted hours.  If a person is owing a 

considerable number of hours for the roster period, they 

should not be doing extra shifts as bank. 

If a person has recently returned from extended 

sickness; more than 7 days, they should, ideally, refrain 

from working bank shifts for at least 3 days to allow full 

recovery from their sickness episode. 

Bank Shifts - additional guidance 

August Bank Holiday (31.08.26) 

If staff do not normally work on a Monday, assign a 

DO shift               or leave the day blank.   

 

If the person is off for the 

week, Monday 31 

August should be A/L BH 

and Tuesday to Friday as 

A/L. 

If a person is doing an on-call shift on a 

bank holiday, this should be recorded 

as OC BH working day unavailability for 

the bank holiday date.  The work time should 

correspond with the number of hours the person 

would normally work on that day. 
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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 

From August 2026 we are introducing a mandatory ESR Manager Self-Service (MSS) refresher training 

programme for all current MSS users. 

The purpose of this refresher is to ensure that all users remain up to date with current processes and are 

using MSS consistently and correctly. Maintaining a high level of knowledge and compliance is essential 

to support accurate workforce and payroll processes across the Trust. 

The workforce trainer will email you during the 1st week of August.  Once you have been contacted, you 

will have 6 weeks to complete the assessment and achieve the required pass mark. 

 

What you need to do 

• Complete the MSS assessment within 6 weeks of receiving the email with the assessment link. 

• Achieve a minimum pass mark of 85%. 

 

Users who do not achieve the required pass mark will be contacted by the workforce trainer and will need 

to complete the full ESR MSS training within 6 weeks of their assessment completion date. 

Failure to complete the refresher training within the required timeframe, or repeated failure to achieve the 

pass mark, may result in MSS access being suspended or removed until the required training has been 

successfully completed. 

To ensure knowledge remains current and aligned with system and process changes, all MSS users will 

be required to undertake a refresher training course every two years. 

 

 

 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 

mailto:uhd.workforcehelp@nhs.net
mailto:uhd.hroperations@nhs.net
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Loop account issues 

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

the following: 

• 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. 

Loop Information 

Coming soon… 
From the end of August, staff who request their days off and working duties  via 

Loop will be able to request multiple duties at the same time - this will be after the 

main Optima system upgrade. 
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Contact details: uhd.erostertraining@nhs.net 

HealthRoster Access 

Do you or a member of your team need access to the 

rostering system? If so, please complete the training 

checklist form.  Do you need a change in your access 

level?  If so, please complete the Changes to current 

access form. 

 

If you or a member of your team no longer need 

manager access to the rostering system, please email 

uhd.erostertraining@nhs.net  

 

All staff with manager level (Roster Admin and above) 

access to the system are able to see the access level 

Short training sessions 

From 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 Refresher Assessment 

The final reminder to complete the refresher 

assessment has been sent, if you have received 

this, please complete the assessment by noon 

on 31 July, if you have not completed the 

assessment or contacted the workforce trainer by 

this time, your roster access will be reviewed and 

may be reduced. 

 

Optima Refresher 

Training 

The purpose of refresher training is 

to ensure that all users remain up to date with 

current processes and are using Optima 

(HealthRoster) consistently and correctly.  

Maintaining a high level of knowledge and 

compliance is essential to support accurate 

recording across all rosters within the trust. 

Refresher training will be via eLearning unless 

otherwise requested.  Other training options can 

be discussed with the workforce trainer. 

Staff who have manager level access will be 

required to complete an assessment and possibly 

refresher training every two years. 

When your refresher is due, you will be contacted 

by the workforce trainer and sent an assessment, 

you will have 6 weeks to complete the 

assessment. 

 

Roster support 

All staff with manager access to the rostering 

system are encouraged to contact the workforce 

trainer to request additional support when using the 

system.  

If this is something that you would like, please 

contact uhd.erostertraining@nhs.uk and the trainer 

will be happy to arrange some time with you, this 

can either be on site or via teams. 

 

Change or Add a Location on a 

shift 

Rather than adding the HW 

unavailability, assign the shift and 

then change the location to HOME. 

Why? If the person is off sick or requests annual 

leave, the shift will be cancelled, an existing 

unavailability needs to be updated or cancelled 

manually. 

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
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
mailto:uhd.erostertraining@nhs.net?subject=Roster%20support
https://nhs.sharepoint.com/:b:/r/sites/R0D_WorkforceSystems/Shared%20Documents/Reference%20Guides%20-%20Optima/Add%20Locations%20to%20Shifts.pdf?csf=1&web=1&e=EyFAPZ
https://nhs.sharepoint.com/:b:/r/sites/R0D_WorkforceSystems/Shared%20Documents/Reference%20Guides%20-%20Optima/Add%20Locations%20to%20Shifts.pdf?csf=1&web=1&e=EyFAPZ
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HealthRoster, SafeCare and BankStaff are due to 

be upgraded on 18 August.  Please can you 

ensure that you are logged out of the system by 

9.30 pm. 

What’s new? 

Move Demand - audit trail; this will be a more 

detailed audit showing why the shift had been 

moved, where it was moved from and moved to. 

SafeCare User Interface - ability to minimise the 

navigation panel. 

Sunburst - two new columns will be available to 

display the Staff:Patient ratio (operational) and 

the Staff:Patient ratio (CHPPD), these columns 

will be available in the column settings. They are 

not switched on by default. 

Approval - rosters which require approval will 

appear only when the roster is fully approved  

 

Optima Upgrade 12.0.4 

From Monday 3 August, the View Only access 

on the roster system will be changing. 

At present, it allows you to view roster and staff 

information, add notes to shifts and unavailabilities 

and update attendance. 

It will be changing to allow staff to approve annual 

leave requests.  If you have manager access to the 

system and all you are required to do is approve 

leave, please contact the workforce trainer to have 

your access changed. 

Roster - change of access 

The trust have a People Moves SharePoint site which is updated 

with information relating to various topics relating to the 

transformation and the moves taking place within the trust.  

Click here to have a look. 

Missed the briefings, catch up with them here. 

People Moves SharePoint & Transforming Care Together 

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. 

Optima System Navigation eLearning 

From 1 June 2026, any increases or decreases in 

Programmed Activities (PAs) for Consultants 

and SAS Doctors must be supported by a fully 

signed off Job Plan which must be attached to the 

SR3 at the point of submission. 

Medical Staffing 

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-

ning the monthly support worker forums, open to anyone 

working in a band 2 - 4 clinical support role. 

To join the HCSW Teams Channel, please email 

uhd.ready2step@nhs.net or click on the link on the  

Intranet page. 

Upcoming meetings are on the following dates and 

times: 

• 18
th
 August 1-2pm 

• 22
nd

 September 1-2pm  

• 20
th
 October 1-2pm 

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


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. 

https://online.flippingbook.com/view/104675945/i/

