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	Ein cyf / Our ref: 043/21/FOI 


	Dyddiad / Date: 11th June 2021



Further to your request for information dated 10th May 2021, I am pleased to provide the following response. Please accept our sincere apologies for the delay in responding.
Your request:
Please provide the following information by email, with any attachments you consider appropriate.  Please note, for the purposes of clarity, consider the following glossary:

· AHP – Allied Health Professional

· HCA – Health Care Assistant

· OH – Occupational Health

· Onboarding – the process of managing an offer of employment through to first day for 
a new starter.

1. How many hours does it take to onboard the following types of employees who are new to the Health Board:

a.       Doctors

b.       Nurses

c.       AHPs

d.       Social Workers

e.       HCAs

 
2. How many hours do the following pre-employment compliance processes take?

a.       Application form checks

b.       Right to work checks

c.       Verification of ID checks 

d.       DBS application

e.       DBS Update Service checks

f.        References covering 3 years

g.       Immunisation record check

h.       OH checks – Fitness to Practice 

i.         Registration checks

j.         Degree verification checks

k.       Pre-employment training checks 

l.         Employment Handbook and policy distributed and signed

m.     Contracts of employment distributed and signed

 

3. On average, how many people are involved in onboarding of one healthcare professional?

 

4. In the last 12 months, how many of each of the categories listed below have you onboarded?

a.       Doctors

b.       Nurses

c.       AHPs

d.       Social Workers

e.       HCAs

 

5. In the last 12 months, how many individuals to whom an offer of employment was made, did not start?

 

6. How many Full Time Equivalent (FTE) Human Resources (HR) staff do you employ for?

a.       pre-employment compliance checks

b.       Onboarding processes

7. How many FTE HR staff do you employ in total?

 

8. What Band and spine point are compliance and onboarding staff employed at? 

9. Do you use a manual/paper system for compliance and onboarding?

 

10. What IT systems (if any) do you use for compliance and onboarding?

 

11. Is the IT system part of a wider HR integrated system?

 

12. Are those systems shared with any other organisation?

   

13. What is the annual cost of the system/systems in total?

14. If shared with another organisation, what is the annual cost of your share of using the system?

15. Do you require signed paper copies for any of the following?

a.       Employee contract

b.       Handbook

c.       Any policies or procedures

d.       Application forms

 

Our response:

Please find embedded below the requested information. The information provided is based on Health Board employees only, as per your request, and does not include bank staff. Please also note that the majority of the recruitment process is carried out by NHS Wales Shared Services Partnership (NWSSP), on behalf of Betsi Cadwaladr University Health Board (BCUHB). Under out obligation to advise and assist we have included the website link to NWSSP should you wish to contact them for further information:
https://nwssp.nhs.wales/
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We welcome correspondence through the medium of Welsh

Rydym yn croesawu gohebiaeth drwy gyfrwng y Gymraeg
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		How many hours does it take to onboard the following types of employees who are new to the Trust: 

a) Doctors – All Medical Grades 42.3 working days

b) Nurses – Band 5 Registered Nurses 24.1 working days 

c) AHPs – Inclusive of AHP staff group – 23.9 working days 

d) Social Workers – 5.5 average working days (two appointees both internal)  

e) HCA’s – excluding Bank HCA’s - 25.8 working days  



		· Reports generated from Trac for appointees who had employment checks completed between 1/5/2020-30/4/2021. 

· Measure is the time taken between conditional offer to employment checks complete – average in working days.   

· Please note following employment checks being completed, there is a notice period which varies dependent on individuals’ contractual terms. During the notice period, although there are conversations between managers and applicants, there is no transactional activity to be conducted by Recruitment Services. 

· We cannot provide a breakdown in hours due to the information/data available from Trac Recruitment System. It would also be difficult to determination number of hours spent on onboarding. As it is an individualised approach i.e. an applicant may not attend an ID check appointment due to various external factors outside of Recruitment control 
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		How many hours do the following pre-employment compliance processes take?

a. Application form checks 

b. Right to work checks

c. Verification of ID checks 

d. DBS application  

e. DBS Update Service checks 

f.  References covering 3 years  

g. Immunisation record check 

h. OH checks – Fitness to Practice 

i.  Registration checks

j.  Degree verification checks

k. Pre-employment training checks 

l.  Employment Handbook and policy distributed and signed 

m. Contracts of employment distributed and signed

		Where possible answers will be provided in hours, where not possible answers will be provided in working days. 

· A) Recruitment review applications prior to the recruiting manager conducting a shortlisting exercise. In order to longlist any external applicants that may have applied for an internal vacancy. Data is not held on this as it is soft intelligence not stored on the system. 

· Average time for recruiting manager to shortlist applications forms is 7.4 working days. Based on Shortlisting undertaken between 1/5/2020 -30/4/2021

· B, c, d, e, i , j  - all of these activities are conducted as part of the ID check meeting.  Time spent on the meeting is 30 minutes per appointee, however this may vary if the appointee does not present the correct documentation and needs to attend a follow up meeting. 

· D) Processing the DBS application requires the involvement of various parties. The applicant submits application, NWSSP Recruitment check and submit to Trac, Trac countersign and submit to DBS. NWSSP Recruitment submitting the DBS application to Trac is actioned within the ID check meeting. 

· f) Based on References actioned between 1/5/20-30/4/21

· NWSSP Recruitment request the reference – time to action this on average is 0.3 working days. The action to request the reference is 1 minute however Advisors often need to query Referee details with the appointee. 

· Reference sent to reference received (Referee)– 2.8 working days 

· Time to approve references (recruiting manager) – 2.5 working days  

· G, h – 20 minutes each 

· k. - Recruiting manager may assess required training history at interview. If essential Qualification / training course is listed on Person specification then NWSSP Recruitment will undertake verification as part of the ID check meeting. 

· l. BCU –Booklet provided at Orientation.

· m. North Wales Shared Services Partnership (NWSSP) Recruitment distribute Contract of Employment to applicant and manager. This takes an average of 5minutes per contract.  This is automatically generated through the electronic system.
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		On average, how many people are involved in onboarding of one healthcare professional

		Key roles involved in onboarding a health care professional include 

· Recruiting manager (perhaps Personal Assistant) 

· Recruitment Advisor (onboarding)

· Trac DBS Countersignatory 

· Applicant 

· Referees 

· OH Nurse

· OH Admin 
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		In the last 12 months, how many of each of the categories listed below have you onboarded? 

a.       Doctors

b.       Nurses

c.       AHPs

d.       Social Workers

e.       HCAs



		Total volumes per staff group of employment checks complete between 1/5/2020-30/4/21. 

a) 393 

b) 702 (excluding pre-reg/SSP)

c) 257

D) 2

e) 461 (excluding Bank) 
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		In the last 12 months, how many individuals to whom an offer of employment was made did not start? 

				927

		Number of candidates offered but did not start



		

		



		

		[bookmark: _GoBack]Candidates who have proceeded beyond ready for start date will have had a new appointment form (NAF) completed (normally on first day of employment) As Stage 1 of the NAF will trigger an email to NWSSP to complete the Start date into TRAC. Fields that candidates have been offered but not progressed is 927.



		

		



		

		Data includes all candidates offered in the last 12 months from all dashboards on TRAC.
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		How many FTE HR staff do you employ for? 

a. Pre-employment compliance checks

b. Onboarding processes



		NWSSP is a Once for Wales service - resource within NWSSP Recruitment Services is utilised for each HB dependent on volumes/activity rather than dedicated resource for each organisation. 
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		 How many FTE HR staff do you employ in total?





		Grand Total 116 Headcount in BCU Human Resources broken down into the following:

Employment Practices and Business Partner Team (T350) - 32

Equality and Human Rights Team (T390) - 5

Executives and Board Officers (T120) -1

Heads of HR (T302)	- 5

Heads of Workforce Performance & Intelligence (T305) - 5

Organisational and Leadership Development (T380) - 26

Recruitment Team (T309) -18

W & OD Management (T300) - 5

Workforce Informatics and Governance (T320) - 19
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		What Band and spine point are compliance and onboarding staff employed at? 

		NWSSP Recruitment Staff responsible for processing pre-employment checks are Band 3 Recruitment Advisors, spine point is dependent on NHS service.
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		Do you use a manual/paper system for compliance and onboarding.

		Electronic / paper free process due to using Trac Recruitment System. The exception to this is the Occupational Health process where paper OH questionnaires are completed by applicants and sent to OH department (however due to COVID 19 OH are currently accepting typed signatures). 



Currently conducting virtual pre-employment check meetings where documents are scanned and viewed on the screen. 

After 21st June 2021 original documents will be presented during face to face ID check meetings in line with changes in temporary home office guidance (due to COVID 19).
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		What IT systems (if any) do you use for compliance and onboarding? 

		Trac Recruitment systems (powered by CIVICA UK), Electronic Staff Records system (ESR) 
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		Is the IT system part of a wider HR integrated system? 

		ESR is an integrated Recruitment, Payroll, Finance and HR system.

Trac interfaces with ESR at key stages of the process. 
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		Are those systems shared with any other organisation? 

		ESR is in place across the UK. 

Trac is available across the UK but not used across all NHS employers. 
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		What is the annual cost of the system/systems in total? 

		Trac – £108,000 per annum. Additional costs for DBS checks are then recharged to Health Board/Trusts across Wales.

ESR - £572,906 per annum.
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		If shared with another organisation, what is the annual cost of your share of using the system? 

		As above.
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		Do you require signed paper copies for any of the following?

a.       Employee contract 

b.       Handbook

c.       Any policies or procedures

d.       Application forms

		Contract of employment is sent electronically to the appointee and recruiting manager, the recruiting manager is required to retain a signed copy on their local personal file.





 




