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	2nd Floor
1 Lower Marsh Road
London
SE1 7NT

Tel: 02030495875
Email: Taofeeq.ladega@nelcsu.nhs.uk




22 February 2018


Dear Sir/Madam,


Request for Quotation: Provision of Payroll Services - PRJ-615

I am writing to you on behalf of NHS England London Region (the Contracting Authority). We currently have a requirement for the Provision of Payroll Services, the details of which are set out in the Annex A to this RFQ letter.

NEL Commissioning Support Unit (NEL CSU) provides HR and payroll services to its clients. NEL CSU is seeking an experienced professional Payroll services in order to establish a subcontract arrangement for its clients which in this case are NHS Clinical Commissioning Groups (CCGs) listed below. The requirement is to provide end to end payroll and associated services including HR transactions for 15 NHS Clinical Commissioning Groups (CCGs) that will reduce further to 11 CCGs with effect from 1st July 2018. The contract is for one year fixed period only. The contract will commence on 1st April 2018 and terminate on 31st March 2019.

We need our chosen supplier to commence the work in the week commencing 1st April 2018 and finish the work on or before 31st March 2019.

Please note the attached (Annex B) for the Payroll Service Level Agreement will apply to any contract awarded as a result of this quotation exercise.

If you are interested in quoting for this requirement, please reply with a completed ‘bid response document’ to the following email box nelcsu.clinical-procurement@nhs.net by 12:00 noon on 5th March 2018 with the following information:

· Full name and address of supplier, our reference number and your contact details;

· Details of services to be supplied including details in response to the requirements set out in the Annex A / the evaluation criteria to this letter and a referee (preferably public sector);

· Expected delivery / start / finish date, and a project time table;

· Total price excluding VAT (Annex C);

· Payroll Service Level Agreement  (Annex B);

· Annex D – Conflict of Interest Declaration.

NHS England is seeking quotations from a number of suppliers. 

The timeline for the Procurement is set out below: 

	PRJ614
	Date

	Documentation published to Contracts Finder
	22/02/2018

	Deadline of receipt of clarification questions
	Monday 05/03/2018 at 12.00 noon

	Deadline for receipt of RFQ bids via the stated email address
	Monday 05/03/2018 at 12.00 

	Evaluation
	05/03/2018 to 07/03/2018

	Recommendation to award by NHS England 
	15/03/2018 

	Notification of Results
	15/03/2018

	Contract Start date
	01/04/2018



The following criteria will apply to the selection of the successful supplier:


	#
	Evaluation Criteria
	Weight

	1
	Proposed Approach
	70%

	
	1.1
	Please outline the way in which you propose to deliver a seamless payroll service. Of particular importance will be:
· What controls that you have in place to ensure the integrity of data and to avoid/spot errors 
· The standards of data protection and preventive measures in place to prevent any Information Security Breach and adequate use of this data as per the Data Protection Act 1998. 
· The service levels that you are willing to agree to, to ensure adequate responsiveness from our management executive and compensatory actions that you are willing to take should these be breached 

	25%

	
	1.2
	Outline your proposed project approach, in particular:
· Methodology 
· Payroll transfer
· Your project timeline 

	11%

	
	1.3
	Please outline how your proposal will ensure the intuitiveness and ease of access 
· For HR team members – please include full specification, role and responsibilities and your reporting facility 
· For Employees – self-service 

	20%

	
	1.4
	Outline what assurances you have in regards to the reliability  of the integrated system, i.e.:
· Prevention of downtime 
· Please provide details of your Disaster Recovery Plan
· Compensatory actions that you are willing to take should these be breached 

	14%

	2
	Price

	
	2.1
	Implementation of a fully integrated and set up of a payroll and pension service. Please provide a breakdown of pricing including:

•	Consultancy days 
•	Payroll Transfer 
•	Contingency for anything going wrong
	8%

	
	2.2
	Please set out the ongoing annual maintenance fees related to the service. Include breakdown,

•	Payroll service 
•	Ad-hoc if any
	12%

	
	2.3
	Please set out the ongoing annual maintenance fees related to the running of service levels 

	8%

	
	2.4
	We would be keen to hear innovative pricing solutions your company will offer that will add value to the desired outcomes described within the specification 

	2%

	
	Price
(Any quotations exceeding the financial envelope will be disqualified)
	30%

	
	Proposed Approach + Price 
	100%

	
	
	

	
	
	

	
	
	




	Score
	Definition

	0
	Non-compliant

	No response or partial response and poor evidence provided in support of it.  Does not give the commissioner confidence in the ability of the Bidder to deliver the Contract.

	1
	Weak

	Response is supported by a weak standard of evidence in several areas giving rise to concern about the ability of the Bidder to deliver the Contract.

	2
	Minor reservations

	Response is supported by a satisfactory standard of evidence in most areas but a few areas lacking detail/evidence giving rise to some concerns about the ability of the Bidder to deliver the Contract.

	3
	Compliant

	Response is comprehensive and supported by good standard of evidence. Gives the commissioner confidence in the ability of the Bidder to deliver the contract. Meets the Commissioner’s requirements.

	4
	Very good

	Response is comprehensive and supported by a high standard of evidence. Gives the Commissioner a high level of confidence in the ability of the Bidder to deliver the contract. Exceeds the commissioner’s requirements in some respects. 

	5
	Excellent
	Response is very comprehensive and supported by a very high standard of evidence. Gives the Commissioner a very high level of confidence the ability of the Bidder to deliver the contract. Exceeds the Commissioner’s requirements in most respects.



The Quotation must be submitted in MS Word format using the template provided, with pricing submitted in a separate file using the template provided. Quotations received after the above date and time may not be considered. 

It would be appreciated if you could advise, within 3 days of receiving this RFQ, if you intend to submit a bid or your reasons for not submitting a bid. 

If the panel feels at any point that there is not sufficient evidence to score a bidder on any evaluation point then they may, at their discretion, seek clarification from any and all bidders. Bidder clarifications will at all times take account of the commercial confidence of bidders.
If a bidder scores a ‘0’ on any sub-section then they may be eliminated at the discretion of the panel, dependent on how service critical the panel deems that sub-section to be. If a bidder scores ‘0’ on an entire section of the evaluation, the bidder will be automatically eliminated from any further evaluation.
The pass-mark for the qualitative evaluation (Questions 1.1 – 1.4) element is 50%. If a bidder does not attain this score overall then their bid will be rejected. This process ensures that NHS England attains a minimum acceptable service quality. Bids will be scored by an evaluation panel and this will be followed by a moderation process by which the panel will agree a consensus score for each bidder on each question. 
In the event of a tie (where two or more top scoring Bidders had the same total weighted score including both quality and price), NHS England will select from amongst those Bidders, the submission of the Bidder with the highest weighted score for the price.

Your response must be valid for acceptance for 90 days from the deadline for receipt of quotations. Your response constitutes an offer and if NHS England accepts that offer then a legally binding contract will exist between the parties. 

Respondents accept that NHS England is subject to the Freedom of Information Act and government transparency obligations which may require NHS England to disclose information received from you to third parties.

This RFQ letter and your response do not give rise to any contractual obligation or liability unless and until such time as NHS England issues a letter referencing this Request for a Quotation with a signed contract and a valid Purchase Order number accepting your quotation. NHS England does not make any commitment to purchase and shall have no liability for your costs in responding to this Request for a Quotation.

[bookmark: _Toc369599316]Canvassing and contacts

Bidders shall not in connection with this Procurement:

· Offer any inducement, fee or reward to any officer or employee of NELCSU or NHS England or any person acting as an advisor to NELCSU or NHS England in connection with this Procurement
· Do anything which would constitute a breach of the Prevention of Corruption Acts 1889-1916
· Canvass any of the persons referred to above in connection with the Procurement

No attempt should be made to contact NELCSU or NHS England staff, except the Project Team, or to contact NELCSU / NHS England advisers or other NHS/DoH bodies as part of the procurement process. Any enquiries regarding this tender made to persons other than the NEL CSU Project Team will be regarded as prima facie evidence of canvassing.

Conflicts of interest

In order to ensure a fair and competitive procurement process, NHS England requires that all actual or potential conflicts of interest that a potential bidder may have are identified and resolved to the satisfaction of NHS England.

Potential Applicants should notify NHS England of any actual or potential conflicts of interest in their response to the RFQ. If the potential bidder becomes aware of an actual or potential conflict of interest following submission of the application it should immediately notify NHS England by completing the Conflict of Interest form (see Annex D) for this procurement. Such notifications should provide details of the actual or potential conflict of interest.

If, following consultation with the potential bidder or bidders, such actual or potential conflict(s) are not resolved to the satisfaction of NHS England, NHS England reserves the right to exclude at any time any potential Applicants(s) from the Procurement process should any actual or potential conflict(s) of interest be found by NHS England to confer an unfair competitive advantage on one or more potential bidder(s), or otherwise to undermine a fair procurement process.

The ‘Conflict of Interest Declaration’, provided in Annex D, must be completed by an authorised signatory, in his / her own name, on behalf of the Bidding organisation and attached in response to this section of this RFQ.

NHS England should be immediately notified, in the event that any actual or potential conflict of interest comes to a potential Bidder’s attention at any time following the submission of the potential Bidder’s ‘Conflicts of Interest Declaration’ and bid documents.

If you have any queries about this letter or the requirement, please contact the under signed at nelcsu.clinical-procurement@nhs.net.

If you are unable to meet this requirement or are otherwise not intending to provide a quote, I would be grateful if you could let me know as soon as possible. 

Yours sincerely,

[image: C:\Users\ladegat\Pictures\Saved Pictures\Tao Signiture.jpg]
Taofeeq Ladega
Procurement Manager

NEL Commissioning Support Unit



Annex A


Specification for the Provision of Payroll Services





Annex B

Service Level Agreement for the Provision of Payroll Services



[bookmark: _GoBack]

Annex C

Financial Submissions


Financial Envelope - The financial envelope available for this work is within the range of £160,000 - £181,000

1.1	Providers are required to submit a comprehensive pricing schedule covering all costs involved with delivering the specified services, covering (but not restricted to) the following points:

· A full breakdown of staff costs which includes a fixed daily charge (inclusive of VAT) for each individual who is engaged in delivery of this contract. Providers are required to state how many days will be required for each individual as a separate line.  
· Clearly outline the use of consultants, contractors, sub-contractors, temps involved in the above breakdown
· Detail any other necessary non-staff costs which will be required (e.g. marketing, translation, management fee, overheads, travel, subsistence, materials etc.)
· The price submitted must be the total cost of the delivery of the service
· All charges must be provided in GBP and must be shown both exclusive and inclusive of VAT.

1.2	The charges must be inclusive of any and all additional charges which may apply. The Contracting Authority will not accept responsibility for any additional costs which are not declared in the bid return.

1.3	The commercial scoring will be based on the total contract value

1.4	Providers are required to complete and submit the pricing schedule as part of their submission




The lowest price (within affordability limits) will be awarded the maximum score for price with other bidders awarded score in proportion to the lowest priced using the following formula:

Score = Lowest Tender Price     x    20 (maximum score/mark available)
Other/Higher Tender Price
All costs must be inclusive of travel and related expenses to the Base location. An estimate of the overall costs for expenses must be submitted to enable comparison of bids on an equal basis.
Price evaluation will be conducted on the Ex VAT Price.
If submitting your proposal as a pdf document, please submit your prices in a separate file.
NHS England is requesting that bidders submit a breakdown of total cost for all the work / services as detailed in the Service Specification.



ANNEX D

Declaration of conflict of interests
(Bidders/Contractors)

See attached Annex D

NHS England Bidders/potential contractors/service providers’ declaration form: financial and other interests

This form is required to be completed in accordance with the CCG’s Constitution, and s140 of the NHS Act 2006 (as amended by the Health and Social Care Act 2012) and the NHS (Procurement, Patient Choice and Competition) (No2) Regulations 2013 and related guidance

Notes:

· All potential bidders/contractors/service providers, including sub-contractors, members of a consortium, advisers or other associated parties (Relevant Organisation) are required to identify any potential conflicts of interest that could arise if the Relevant Organisation were to take part in any procurement process and/or provide services under, or otherwise enter into any contract with, the CCG, or with NHS England in circumstances where the CCG is jointly commissioning the service with, or acting under a delegation from, NHS England.
· Any changes to interests declared either during the procurement process or during the term of any contract subsequently entered into by the Relevant Organisation and the CCG must be notified by completing a new declaration form and submitting it to the CCG.
· Relevant Organisations completing this declaration form must provide sufficient detail of each interest so that the CCG, NHS England and also a member of the public would be able to understand clearly the sort of financial or other interest the person concerned has and the circumstances in which a conflict of interest with the business or running of the CCG or NHS England (including the award of a contract) might arise.
· If in doubt as to whether a conflict of interests could arise, a declaration of the interest should be made.

Interests that must be declared (whether such interests are those of the Relevant Person themselves or of a family member, close friend or other acquaintance of the Relevant Person), include the following:

· the Relevant Organisation or any person employed or engaged by or otherwise connected with a Relevant Organisation (Relevant Person) has provided or is providing services or other work for the CCG or NHS England;

· a Relevant Organisation or Relevant Person is providing services or other work for any other potential bidder in respect of this project or procurement process;
· the Relevant Organisation or any Relevant Person has any other connection with the CCG or NHS England, whether personal or professional, which the public could perceive may impair or otherwise influence the CCG’s or any of its members’ or employees’ judgements, decisions or actions.

Declarations:

	Name of Relevant Organisation:
	

	Interests

	Type of Interest
	Details

	Provision of services or other work for the CCG or NHS England
	

	Provision of services or other work for any other potential bidder in respect of this project or procurement process
	

	Any other connection with the CCG or NHS England, whether personal or professional, which the public could perceive may impair or otherwise influence the CCG’s or any of its members’ or employees’ judgements, decisions or actions
	



	Name of Relevant
Person
	[complete for all Relevant Persons]

	Interests

	Type of Interest
	Details
	Personal interest or that of a family member, close friend or other acquaintance?

	Provision of services or other work for the CCG or NHS England
	
	

	Provision of services or other work for any other potential bidder in respect of this project or procurement process
	
	

	Any other connection with the CCG or NHS England, whether personal or professional, which the public could perceive may impair or otherwise influence the CCG’s or any of its members’ or employees’ judgements, decisions or actions
	
	



Form Completion

	
I declare that to the best of my knowledge and belief, the above information is complete and correct. I undertake to update as necessary the information. I understand that the information will be used in the evaluation process to assess my organisation’s suitability to be included in the tender evaluation process, and that giving false information may result in my organisation being disqualified from the process, at this or whatever stage it becomes known to the Commissioners.


	Signed:
	

	Name:
	

	Position:
	

	Bidder:
	

	Date:
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1. Introduction 


 
NEL Commissioning Support Unit (NEL CSU) provides HR and payroll services to its clients. NEL CSU is 
seeking an experienced professional Payroll services in order to establish a subcontract arrangement 
for its clients which in this case are NHS Clinical Commissioning Groups (CCGs) listed below. The 
requirement is to provide end to end payroll and associated services including HR transactions for 15 
NHS Clinical Commissioning Groups (CCGs) that will reduce further to 11 CCGs with effect from 1st 
July 2018. The contract is for one year fixed period only. The contract will commence on 1st April 2018 
and terminate on 31st March 2019. 
 


2. Current Headcount 
 


Set out below are headcount of 15 CCGs including staff members, lay members, board members, 


clinical leads and office holders that are listed on CCGs payroll. This information is subject to change 


and is correct at the time of publication. Service requirement is to provide payroll services to all 15 


CCGs listed below from 1st April 2018 however this will reduce to 11 CCGs from 1st July 2018.  


 


 


3. Payroll Service Summary 
 
NEL CSU requires a Payroll Service for its clients (CCGs) that is responsive, accurate, and ensures that 
timely processing of payroll is done in order to support error free remuneration of the staff. 
 
The following minimum requirement will apply to the Payroll Service: 
 
i. Seamless interface and integration with NHS-mandated providers and their associated systems 


(Electronic staff record, NHS Pensions agency, etc) to ensure accurate and timely payment of 
remuneration to all eligible staff and office holders on CCG payroll. 


ii. Accuracy is achieved in all payments 
iii. Ongoing changes in circumstances are reflected in payroll records as appropriate and in a timely 


manner 
 


CCG Name Headcount


Barking and Dagenham CCG 21


Barnet CCG 84


Basildon and Brentwood CCG 89


Camden CCG 136


Castle Point and Rochford CCG 77


Enfield CCG 116


Haringey CCG 73


Havering CCG 23


Islington CCG 88


Newham CCG 86


Redbridge CCG 159


Southend CCG 82


Thurrock CCG 57


Tower Hamlets CCG 128


Waltham Forest CCG 88
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iv. Payments and associated payroll and HR administration are carried 
out professionally and to a maximum level of accuracy, and queries either from the Client or 
individual member of staff are dealt with satisfactorily and in a timely manner. 


 


4. Payroll Service Specification 
 
NEL CSU requires the suppliers to provide the following service: 
 
i. The supplier will compile, calculate, audit and administer aspects of the changes in pay and 


conditions of payment associated with delivering a comprehensive payroll and associated HR 
transactions as authorised by the Client (NEL CSU). 


v. The supplier’s responsibilities are defined as duties directly related to the performance of the 
payroll function and HR transactions within statutory guidelines and those of the NHS including 
local agreements.  


vi. The supplier will act under the direction of the Client except when there is conflict between the 
instruction and the legislation. In such cases the supplier will always act in the best interest of the 
client.  


vii. The Supplier will alert the Client member to any requests that compromise Agenda for Change, 
Whitley Council Rules or other NHS relevant employment terms and conditions by the standard 
process.  


viii. The Client members may choose to vary any of the above terms and conditions. Once provided 
with written confirmation of a director level of authorised local agreement the Supplier will oblige 
under the terms of the contractual relationship.  


ix. In the case of such local agreements where the request produces an additional workload, the 
Supplier will submit an estimated breakdown of the additional costs of the service to the Client for 
them to best calculate how to distribute the extra cost. The Supplier will not implement any such 
change until in receipt of written instructions from the client’s authorised signatory and additional 
funding agreed.  


x. The Supplier will record, and maintain on the system all sickness absence details reported on a 
routine basis by the Client. All absence reporting can be completed by the client and will be current 
to the time of the report and will be analysed as follows:  


 
- Certified Sickness  
- Uncertified Sickness  
- Self Certified Sickness  
- Industrial Injury  
- Maternity and other Parental Leave  
- Unauthorised Absence  
- Authorised Paid Leave (Suspension)  
- Annual Leave  


 
xi. The Supplier will administer the following:  
 


- Occupational Sick Pay  
- Statutory Sick Pay  
- Occupational Maternity and other Parental Pay  
- Statutory Maternity and other Parental Pay  
- Injury Allowances  
- AFC Average Pay  
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5. Pension Service  
 
i. Provide advice and operational support to the CCG staff and managers to ensure the workforce 


has the opportunity to join and participate in the NHS pension scheme upon recruitment or at 
any point in their employment, through: 


 
a. Joining Activity 


 Determining employee eligibility and appropriate contribution rates for those wishing to 
join the scheme; 


 Ensuring ESR reflects the appropriate membership option and contribution rate; 


 Issuing appropriate supporting information, forms, estimates, etc to the individual upon 
joining the scheme. 


 
b. Changes of circumstances and ongoing administration: 


 Supplying information to the individual member and the pensions agency when changes 
in employment, personal circumstances, and level of contribution (for example additional 
voluntary contributions) are made; 


 Ensuring the pensions agency is also informed of any changes in a timely way; 


 Ensuring the administrative tasks relating to changes, such as updating ESR, changes to 
payroll etc. are actioned or triggered 


 
c. Leaving the Scheme (retirement, ill health, redundancy): 


 Dealing with all aspects of contact with the leaver, pensions agency, including 
notification, forms and information provision; 


 Ensuring submission of complete forms and instructions, resulting in accurate 
commencement of payment or preservation of pension benefits. 


 
d. Death in service 


 Managing the process, including contact and confirmation with next of kin, pensions 
agency, etc. 


  
ii. The Supplier will be responsible for specific aspects of the pension service including the 


maintenance of individual records. The Supplier will also be responsible for correspondence with 
the NHS Pensions Agency and employees on pension matters.  


iii. The Supplier will process documents relating to temporary/permanent injury benefits, and will 
provide superannuation related quotations. The Supplier will also provide information on transfer 
of benefits. It is the responsibility of the Supplier to verify length of service.  


iv. The Supplier will provide Authorised Client Personnel with estimates and information on 
retirement/redundancies in accordance with volumes and performance standards agreed. 


v. The Supplier will provide Client employees and managers with information on the NHS Pension 
Scheme including information on changes to the scheme. Details of any major changes to the 
NHS Pension Scheme will be documented and communicated to the Client.  


vi. All data processing within the Pensions Service will be in accordance with the local security data 
policies.  


vii. The Supplier in association with the Pensions Agency will provide an annual statement of benefit 
to all NHS Pension members. 
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6. HR/Payroll System application 
 
i. In support of the service to be delivered the Supplier will use the following application software: 


 ESR (Electronic Staff Records)  


 NHS Pensions On Line  
ii. ESR is processed and supported by IBM through the following Software Provider’s Data Centre:  


IBM  
Warwick Technology Park,  
Warwick.  
CV34 6NZ 


iii. The Software Provider provides an ESR System User-Manual to the Supplier, and is responsible 
for maintaining the manual with the regularly amendments concerning the development of the 
systems and any changes associated with the effects of legislative changes.  


iv. The Client HR and Payroll transactions service, will be maintained by the Supplier, on a discreet 
unique employing authority basis to ensure confidentiality of data.  


v. The Supplier is responsible for reconciling payroll run Gross to Net report figures to Partial P35 
figures on behalf of the clients.  


vi. Through the ‘HR Administration’, ‘Payroll Administration’ and ‘Payroll Super Administration’ User 
Responsibility Profile, the Supplier will, for its own purposes perform checks on the data, as it 
relates to payment to staff, for accuracy and reasonableness, and maintain a record of action 
taken as an audit trail.  


vii. The Supplier will also maintain all employee data relating to the accurate processing of pay, and 
will undertake all other routine procedures associated with the production of an accurate and 
timely Client payroll. This does not include the provision for CRB data, Membership data or 
training data.  


viii. The Supplier is responsible for ensuring that their service installs and maintains all upgrades and 
other necessary communications on behalf of the Client.  


 


7. Security  
 
i. The Supplier and the Software Provider are responsible for the operation of stringent controls 


and security procedures for the protection of hardware, communication equipment and the 
protection of Client information held within ESR, which is to be consistent with the requirements 
of the Data Protection Act.  


ii. The Supplier will be responsible for the provision of an adequate disaster recovery plan.  
 


8. Reports  
 
The Supplier is responsible for the providing their own regular standard reports through their access 
to the ESR system  
 
i. The Supplier will perform an independent check on all Starter, Leaver and Appointment Change 


Forms before processing and query omissions or inaccuracies with the person or department that 
sent the form.  


ii. The Supplier will stop any payment for an unresolved query that in the Supplier’s reasonable belief 
will lead to an overpayment.  


iii. The Supplier will process on the system any changes of HR/Payroll data, which have been received 
from the Client in accordance with the Agreed Data Standards and Operational Procedures, on the 
properly completed and authorised agreed documentation and according to the timetable set out.  
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9. Liaison with Internal and External Agencies  
 
i. The Supplier will be the direct point of contact on behalf of the Client, with statutory authorities in 


respect of the application of regulations associated with the payment of staff. 
ii. The Supplier will be the direct point of contact on behalf of the Client, with internal and external 


auditors and has responsibility for:  
- Presenting audit reports to the Client within 3 working days.  
- Implementing all recommendations relating directly to the Supplier within deadlines 


agreed between the Client and the Supplier, and where appropriate, the Auditors.  
- Presenting to and liaising with the Client over all recommendations relating directly to the 


Client within deadlines agreed with the Client.  
iii. The Supplier will be responsible for ancillary workloads relating to the following areas:  


- Inland Revenue employee enquiries.  
- Inland Revenue Compliance.  
- Inland Revenue statutory requirements.  
- DSS national insurance employee enquiries.  
- Mortgage salary status enquiries.  
- Solicitor enquiries (subject to an ad hoc charge as set out in Appendix 5).  
- Child Support Agency, Court Orders and other statutory requests for information.  
- Statement of Earnings requests (Statutory Organisations).  
- Inter Authority Transfers 


iv. The Supplier will abide by the provisions of the Data Protection Act and ensure the correct 
authorisation is presented before releasing information covered by the Data Protection Act and 
local data security policies and procedures.  
 


10. Payments  
 
i. The designated Client monthly payroll is required to be processed in line with payroll timetable. 


When this falls on a bank holiday or a weekend, payment is made on the preceding normal 
working day.  


ii. The Supplier will advise the Client of all payments to be processed through the payroll. BACS 
report totals from the monthly payroll run are available to be processed by the client through the 
Finance Reporting URP.  


iii. The deadline for BACS cancellation is no later than 12pm on the working prior working day to 
payday. Client’s Finance Departments will be provided with a list containing the reason for each 
file and individual BACS cancellation on the same day as the cancellations are issued from Payroll. 
A separate GL Interface file will also be generated for the reversal from the ESR system.  


iv. The Supplier will provide the Client (delivered to the Clients contact address) with a payslip for 
each assignment receiving payment by the working day prior to payday via courier service. Any 
payslips marked ‘Home Address’ will be sent directly from the Supplier using royal mail first class 
service (inserted into an envelope). It is the Supplier’s responsibility to inform the Client of any 
change to this arrangement due to unforeseen reasons (eg Christmas Payroll Period, Mandatory 
Payslip attachments).  


v. If the deadline is put at risk due to circumstances outside the Supplier’s control, the Supplier will 
inform the Client’s Senior Officers in Human Resources and Finance. The Supplier will be 
responsible for delivery of the payslips and if necessary seek reimbursement from the bureau.  
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11. Overpayments and Underpayments  
 
Overpayments and Underpayments will be dealt with according to the Agreed Data Standards and 
Operational Procedures set out in the policy.  
 


12. Pay Awards  
 
The Supplier is responsible for the implementation of all pay awards subject to ESR processing 
protocols.  
 


13. Travelling and Associated Expenses  
 
i. The Supplier is responsible for the payment of any travelling and associated expenses on the basis 


of receipt of the appropriate original documentation, correctly completed and properly 
authorised.  


ii. The Supplier is responsible for ensuring that excess travel claims are on the correct 
documentation, accompanied by valid receipts, properly completed and totalled, and have been 
authorised by the line manager of the claimant, or another signatory with the same level of 
authority.  


iii. The expense payments processed are included in employees’ pay and P11D notices are issued to 
the revenue and the individual employee at year-end in accordance with the HMRC deadlines by 
the Supplier.  


 


14. Monthly and Year End Procedures  
 
i. The Supplier will meet the timetable for the production of year-end statutory returns based on 


Statutory Timetables unless otherwise agreed between the Client and Supplier.  
ii. Year-end Senior Manager’s Details for Greenbury to be provided within the year-end deadlines.  


iii. The Supplier will maintain, and reconcile on a monthly basis, control totals in respect of:  
 


- Net pay reconciliation including calculations, recalls and credits.  
- PAYE  
- Student Loans  
- National Insurance contributions  
- Superannuation contributions  
- SSP and SMP and other Statutory Parental pay.  
- Voluntary Deductions  


 
iv. The Client together with the Supplier, and co-ordinated by the Client’s Employee Services 


Monitoring Officer, will monitor the performance of the Supplier in relation to the Supplier’s 
responsibilities at intervals and present findings to the Forum Quarterly Meetings. Part of this 
monitoring process will consist of a report(s) which shows the nature of errors causing 
incorrect/under/over payments. The report should address the nature, quantity and source, 
client or Supplier, of the errors.  


v. The maintenance of all pay scales and associated terms and conditions of employment on the 
system will be the responsibility of the Supplier, as is the responsibility for processing pay awards. 
This will include, where appropriate, the retrospective application of revised rates of pay, and the 
calculation and payment of arrears of pay.  
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vi. The Supplier will reconcile the Client’s pay-over records each month 
and each year-end to facilitate the submission of the P35 to the Inland Revenue. The Supplier will 
provide reconciliation confirmation of these figures together with the NHS Gross to Net and LGPS 
Reports on a monthly basis.  


 


15. Documentation – Authorisation  
 


i. The Supplier will check all documentation is budget stamped in line with the set limits on the 
Authorised Signatory Database provided fortnightly by the client. Any abuses will be reported to 
the Client’s Finance Department.  


ii. The Client shall provide and maintain an up-to-date contact list of the staff involved in providing 
data to the Supplier, and their area of responsibility and authorisation level.  


iii. The Client will maintain an up to date list of all budget stamp holders and other authorised 
signatories including those of the Human Resources service.  


 


16. Maintenance and Retention of Records  
 


i. The Supplier will retain all employee and payroll records as defined by current NHS guidance on 
Maintenance and Destruction of Hospital Records.  


 
ii. All Electronic copies of the documents relating to the service being provided are the property of 


the Client and will be retained by the Supplier on the Clients behalf for periods to be agreed by 
the Client and the Supplier.  


 


17. Supplier Performance Standards 
 


Criteria  Target  


Status enquiries from third parties e.g. from 
building societies, banks, insurance companies for 
mortgage application purposes.  


The Supplier to reply within 5 days of receipt of 
authorised consent from the Trust or employee, 
as appropriate.  


Solicitor’s letters relating to accident claims.  The Supplier to reply within 10 working days.  


Earnings details for employee’s claims for 
industrial injuries.  


The Supplier to reply within 10 working days.  


High priority enquiries from Client relates to any 
queries which reflect a 30% under payment in 
gross pay or avoids an overpayment  


The Supplier shall respond within 24 hours.  


Enquiries from DSS or other government offices 
e.g. income support applications.  


The Supplier to reply within 10 working days 
maximum.  


Enquiries from the Child Support Agency.  The Supplier to reply within 10 working days 
maximum.  


Information on retirement and redundancy 
quotations, where the employee’s complete 
pension record is held.  


The Supplier to reply to a maximum of 10 
quotations processed within 10 working days.  


Non-routine pension updates or general Agency 
queries  


Agency to be informed of changes or answered 
within 8 to 12 weeks.  


Issue of AW8 to employee.  Within 5 working days of receipt of termination 
form stating that the employee is retiring.  


Dispatch of AW8.  15 weeks before termination date.  
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Completion of AW8 by the Supplier.  Within 10 working days of receipt if the date of 
retirement is within the following 3 months.  


Submission of SD55  Within 1 month following last payment  


Issue of AW33E Within 5 working days.  


Ill health retirement decisions.  To be notified 5 working days of receipt of 
official notification from Agency.  


Issue of other pension forms.  Within 5 working days of notification  


Completion of RF12 forms  Process within 10 working days of being 
received by Payroll. Following process on 
Payroll, 6 – 8 wks target date for payment by 
the Pensions Agency  


Issue of AW13 to employee  Within 5 working days of request.  


Completed AW13 forms  Sent to Agency within 5 working days.  


Payroll Schedules  Within 5 working days of the Monthly payroll 
run.  
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1. Introduction 
 


1.1 This document defines the services, which are to be delivered by the xxx (henceforth 
known as the Contractor) in respect of the contract for the provision of payroll and 
associated services including HR transactions for NEL Commissioning Support Unit 
(henceforth known as the Client) representing: 


 


 NHS Barking and Dagenham CCG 


 NHS Barnet CCG 


 NHS Basildon and Brentwood CCG 


 NHS Camden CCG 


 NHS Castlepoint and Rochford CCG 


 NHS Enfield CCG 


 NHS Haringey CCG 


 NHS Havering CCG 


 NHS Islington CCG 


 NHS Newham CCG 


 NHS Redbridge CCG 


 NHS Southend CCG 


 NHS Thurrock CCG 


 NHS Tower Hamlets CCG 


 NHS Waltham Forest CCG 
 


It also sets out the respective roles and responsibilities of the Contractor and the Client 


in facilitating and undertaking the delivery of those services. 


1.2 Operational procedures relating to the practical application of the Service Level 


Agreement by the Client will be maintained and controlled by the Client.  The 


Contractor will maintain and control operational procedures in respect of the processes 


associated with implementing and undertaking its responsibilities relating to the 


Service Level Agreement. 


 


2. Overview 
 


2.1 This Service Level Agreement represents the Schedule of deliverables for the 
provision of an Employee Management Service. 


 


2.2 The Contractor will compile, calculate, audit and administer aspects of the changes in 
pay and conditions of payment associated with delivering a comprehensive payroll 
service as authorised by the Client. 


 


2.3 The contactor’s responsibilities are defined as only those duties directly related to the 
performance of the payroll function and HR transactions within statutory guidelines and 
those of the NHS including local agreements. 


 


2.4 The Contractor will act under the direction of the Client except when there is conflict 
between the instruction and the legislation.  In such cases the Contractor will always 
act in the best interest of the Client. 
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2.5 The Contractor will refuse to oblige the Client in any requests that 
compromise statutory obligations. 


 


2.6 The Contractor will alert the Client member to any requests that compromise Agenda 
for Change, Whitley Council Rules or other NHS relevant employment terms and 
conditions by the standard process as set out in appendix 3a. 


 


2.7 The Client members may choose to vary any of the above terms and conditions in 2.6. 
Once provided with written confirmation of a director level of authorised local 
agreement the Contractor will oblige under the terms of the contractual relationship. 


 


2.8 In the case of such local agreements where the request produces an additional 
workload, the Contractor will submit an estimated breakdown of the additional costs of 
the service to the Client for them to best calculate how to distribute the extra cost. The 
Contractor will not implement any such change until in receipt of written instructions 
from the client’s authorised signatory and additional funding agreed. 


 


3. HR/Payroll System 
 


3.1   Application 
 
3.1.1 In support of the service to be delivered the Contractor will use the following 


application software: 


 ESR (Electronic Staff Records) 


 NHS Pensions On Line 
 


ESR is processed and supported by IBM (henceforth known as the bureau) through 


the following Software Provider’s Data Centre: 


  IBM 


Warwick Technology Park, 


Warwick. 


CV34 6NZ 


3.1.2 The Software Provider provides an ESR System User-Manual to the contractor, and is 
responsible for maintaining the manual with the regularly amendments concerning the 
development of the systems and any changes associated with the effects of legislative 
changes. 


 


3.2 Contractor responsibilities in relation to provision of ESR 
 


 General 


 


3.2.1 The Client HR/Payroll transactions service, will be maintained by the Contractor, on a 
discreet unique employing authority basis to ensure confidentiality of data. 


 


3.2.2 The Client has the functionality to off-load files and reports for the general ledger 
through ESR and the Discoverer reporting tool.  These can be accessed through the 
ESR Finance, Disco Ad Hoc and HR URP’s (User Responsibility Profiles). The ESR 
system can provide payroll output reports following the monthly payroll processing 
runs, which can be accessed and run by the client. Full lists of these reports are shown 
in Appendix 5. 
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3.2.3 ESR will provide for the payment of all Client staff whether paid under 
the provisions of NHS conditions of service, Whitley Council, AFC or Local Trust pay 
and reward schemes. 


 


3.2.4 ESR will generate payment to employees by BACS or Cheque (if required). 
 


3.2.5 The Contractor is responsible for reconciling payroll run Gross to Net report figures to 
Partial P35 figures on behalf of the clients.   


 


3.2.6 Through the ‘HR Administration’, ‘Payroll Administration’ and ‘Payroll Super 
Administration’ User Responsibility Profile, the Contractor will, for its own purposes 
perform checks on the data, as it relates to payment to staff, for accuracy and 
reasonableness, and maintain a record of action taken as an audit trail.  The Contractor 
will also maintain all employee data relating to the accurate processing of pay, and will 
undertake all other routine procedures associated with the production of an accurate 
and timely Client payroll. This does not include the provision for CRB data, Membership 
data or training data. 


 


3.2.7 The Payroll Manager and Group Payroll Manager will each have access to the ‘Local 
Workstructures Administration’ URP for the purpose of fixing any failed payroll 
processes caused by an establishment fault. Any correction will be documented to the 
Client for audit purposes. 


 


3.2.8 The Contractor is responsible for ensuring that the bureau installs and maintains all 
upgrades and other necessary communications on behalf of the Client. 


 


 Security 


 


3.2.9 The Contractor and the Software Provider are responsible for the operation of stringent 
controls and security procedures for the protection of hardware, communication 
equipment and the protection of Client information held within ESR, which is consistent 
with the requirements of the Data Protection Act. 


 


3.2.10 The Contractor will be responsible for the provision of an adequate disaster recovery 
plan.  Disaster recovery plans in respect of both IBM and Contractor (xxx) are included 
in Appendix 6. 


 


Reports 


 


3.2.11 The Contractor is responsible for the providing their own regular standard reports 
through their access to the ESR system 


 


3.3 Clients responsibilities in relation to provision of ESR 


 General 


3.3.1 The Client has the functionality to off-load files and reports for the general ledger 
through ESR and the Discoverer reporting tool. These can be accessed through the 
ESR Finance, Disco Ad Hoc and HR UPRP’s (User Responsibility Profiles). The ESR 
system can provide payroll output reports following the monthly payroll processing run, 
which can be accessed and run by the client. Full lists of these reports are shown in 
Appendix 5. 
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3.3.2 The Client will have access to the Payroll Gross to Net Report 
showing the total amount payable for each payroll period in respect 
of BACS and personal cheque payments where applicable. Full lists 
of these reports are shown in Appendix 5. 


 
3.3.3 The Client will maintain all other employee record data that relates to CRB, 


Memberships or Training, and will undertake all other routine procedures associated 
with the auditing of this data. 


 


Reports 


3.3.4 The Client is responsible for providing their own regular standard reports through their 
access to the ESR system as detailed in Appendix 5. 


 


4. Employee Services 
 


4.1 Employee Services – Contractor Responsibilities 
 


Service Quality 


 


4.1.1 The Contractor shall ensure that their staff involved in the processing of assignments 
are fully aware of all conditions of service and statutory legislation requirements and 
ensure that they are rigidly applied. 


 
4.1.2 The Contractor shall provide and maintain an up-to-date contact list of the staff in the 


employee services team and their responsibilities to the Client. 
 


Timetable 
 


4.1.3 The Client’s payroll will be processed in accordance with timetables agreed between 
the Client and the Contractor each year. Agreement on timetable to be no later than 
31st March each year for the following financial year (Except the Month 09 Payroll 
around Christmas break, with agreement to be no later than 19th October), and in the 
format as set out in Appendix 2 unless agreed otherwise. 


 
4.1.4 The Payroll cut-off date is fixed and cannot be extended, although in order to prevent 


any under/overpayments the Client may liaise with the Contractor after the cut off dates 
for consent to make additional assignment changes and vice versa. All changes after 
the payroll cut off are strictly controlled by the Contractor, so as not to interrupt payroll 
processing. 


 
Documentation – General 
 


4.1.5 The Contractor is required to check the paperwork log that accompanies all couriered 
documentation and confirm receipt of documents. 


 
4.1.6 The Contractor is responsible for ensuring that no action is taken on any of the agreed 


documentation from the Client, that is not properly complete in respect of: 
 


 Sufficient information to ensure a correct payment. 


 Allocation of cost 


 Authorised signatory database 
 
4.1.7 Agreed documentation is listed in Appendix 1, under Section 1, Minimum Data 


Standards, in point 1.2. 
 
4.1.8 The Contractor will perform an independent check on all Starter, Leaver and 


Appointment Change Forms before processing and query omissions or inaccuracies 
with the person or department that sent the form. 
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4.1.9 Such queries will be sent as a separate email per individual 


employee queried and will be marked as High Priority.  They are to 
be to be dealt with by the Contractor and the Client under the provisions set out in 
Appendix 1 Section 2 Operational Procedures. Point 2.8 High Priority Emails. 


 
4.1.10 The Contractor will stop any payment for an unresolved query that in the Contractor’s 


reasonable belief will lead to an overpayment. 
 
4.1.11 The Contractor will process on the system any changes of HR/Payroll data, which have 


been received from the Client in accordance with the Agreed Data Standards and 
Operational Procedures set out in Appendix 1, on the properly completed and 
authorised agreed documentation and according to the timetable set out in Appendix 
2. 


 
Absence 
 


4.1.12 The Contractor will record, and maintain on the system all sickness absence details 
reported on a routine basis by the Client. All absence reporting can be completed by 
the client and will be current to the time of the report and will be analysed as follows: 
 


 Certified Sickness 


 Uncertified Sickness 


 Self-Certified Sickness 


 Industrial Injury 


 Maternity and other Parental Leave 


 Unauthorised Absence 


 Authorised Paid Leave (Suspension) 


 Annual Leave 
 
4.1.13 Absence reports are available as required by the client from the absence module of 


the ESR system showing employee’s name, assignment number, start and end date 
of input period, which can be run by the client. 


 
4.1.14 The Contractor will administer the following: 
 


 Occupational Sick Pay 


 Statutory Sick Pay 


 Occupational Maternity and other Parental Pay 


 Statutory Maternity and other Parental Pay 


 Injury Allowances 


 AFC Average Pay 
 


Liaison with Internal and External Agencies 
 


4.1.15 The Contractor will be the direct point of contact on behalf of the Client, with statutory 
authorities in respect of the application of regulations associated with the payment of 
staff.      


 
4.1.16 The Contractor will be the direct point of contact on behalf of the Client, with internal 


and external auditors and has responsibility for: 
 


 Presenting audit reports to the Client within 3 working days. 


 Implementing all recommendations relating directly to the Contractor within 
deadlines agreed between the Client and the Contractor, and where 
appropriate, the Auditors. 


 Presenting to and liaising with the Client over all recommendations relating 
directly to the Client within deadlines agreed with the Client. 


 
4.1.17 The Contractor will be responsible for ancillary workloads relating to the following 


areas: 
 


 Inland Revenue employee enquiries. 


 Inland Revenue Compliance 
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 Inland Revenue statutory requirements. 


 DSS national insurance employee enquiries. 


 Mortgage salary status enquiries. 


 Solicitor enquiries (subject to an ad hoc charge as set out in Appendix 5). 


 Child Support Agency, Court Orders and other statutory requests for 
information. 


 Statement of Earnings requests (Statutory Organisations). 


 Inter Authority Transfers 
 
4.1.18 The Contractor will abide by the provisions of the Data Protection Act and ensure the 


correct authorisation is presented before releasing information covered by the Data 
Protection Act and local data security policies and procedures. 


 
 


Payments 
 


4.1.19 The designated Client monthly pay dates are in Appendix 2. When this falls on a bank 
holiday or a weekend, payment is made on the preceding normal working day.   


 
4.1.20 The Contractor will advise the Client of all payments to be processed through the 


payroll. BACS report totals from the monthly payroll run are available to be processed 
by the client through the Finance Reporting URP.   Full lists of these reports are shown 
in Appendix 5. 


 
4.1.21 The deadline for BACS cancellation is no later than 12pm on the working prior working 


day to payday.  Client’s Finance Departments will be provided with a list containing the 
reason for each file and individual BACS cancellation on the same day as the 
cancellations are issued from Payroll. A separate GL Interface file will also be 
generated for the reversal from the ESR system. 


 
4.1.22 The Contractor will provide the Client (delivered to the Clients contact address) with a 


payslip for each assignment receiving payment by the working day prior to payday via 
courier service. Any payslips marked ‘Home Address’ will be sent directly from the 
contractor using royal mail first class service (inserted into an envelope). It is the 
contractor’s responsibility to inform the Client of any change to this arrangement due 
to unforeseen reasons (eg Christmas Payroll Period, Mandatory Payslip attachments). 
Any changes to these arrangements are covered by the amendments to the SLA 
documented in 7.1.4. 


 
4.1.23 If the deadline is put at risk due to circumstances outside the Contractor’s control, the 


Contractor will inform the Client’s Senior Officers in Human Resources and Finance. 
The contractor will be responsible for delivery of the payslips and if necessary seek 
reimbursement from the bureau. 


 
Overpayments and Underpayments 
 


4.1.24 Overpayments and Underpayments will be dealt with according to the Agreed Data 
Standards and Operational Procedures set out in Appendix 1 and under the separate 
Correction of Errors policy. 


 
Pay Awards 
 


4.1.25 The Contractor is responsible for the implementation of all pay awards subject to ESR 
processing protocols.   


 
4.1.26 The Trust’s Pay Award review date is currently 1st April of each year and the 


Contractor will provide an electronic copy of the PAD manual at the request of the 
Client. 


 
Travelling and Associated Expenses 
 


4.1.27 The Contractor is responsible for the payment of any travelling and associated 
expenses on the basis of receipt of the appropriate original documentation, correctly 
completed and properly authorised. Any documentation submitted incomplete, non-







 


Payroll Contract_Draft_Feb 2018   9 
 


allowable or incorrectly authorised will not be processed and 
returned to the client. The contractor accepts the risk associated with 
this.  


 
4.1.28 The Contractor is responsible for ensuring that excess travel claims submitted to the 


Contractor are on the correct documentation, accompanied by valid receipts, properly 
completed and totalled, and have been authorised by the line manager of the claimant, 
or another signatory with the same level of authority. The Payments Department 
require original documents as they do not and never have accepted faxed documents. 


 
4.1.29 The expense payments processed are included in employees’ pay and P11D notices 


are issued to the revenue and the individual employee at year-end in accordance with 
the HMRC deadlines by the Contractor. 


 
Monthly and Year End Procedures 
 


4.1.30 The Contractor will meet the timetable for the production of year-end statutory returns 
based on Statutory Timetables unless otherwise agreed between the Client and 
Contractor. 


 
4.1.31 Year-end Senior Manager’s Details for Greenbury will be provided within the year-end 


deadlines.   
 
4.1.32 The Contractor will maintain, and reconcile on a monthly basis, control totals in respect 


of: 
 


 Net pay reconciliation including calculations, recalls and credits. 


 PAYE 


 Student Loans 


 National Insurance contributions 


 Superannuation contributions 


 SSP and SMP and other Statutory Parental pay. 


 Voluntary Deductions 
 
 


 
4.1.33 The ESR System will provide to the Client Finance Departments, via the ‘Finance 


Reporting’ URP all reports to show the data set out in 4.1.32.  
 


4.1.34 The Client together with the Contractor, and co-ordinated by the Client’s Employee 
Services Monitoring Officer, will monitor the performance of the Contractor in relation 
to the Contractor’s responsibilities at intervals and present findings to the Forum 
Quarterly Meetings. Part of this monitoring process will consist of a report(s) which 
shows the nature of errors causing incorrect/under/over payments. The report should 
address the nature, quantity and source, client or contractor, of the errors. 


 
4.1.35 The maintenance of all pay scales and associated terms and conditions of employment 


on the system will be the responsibility of the Contractor, as is the responsibility for 
processing pay awards.  This will include, where appropriate, the retrospective 
application of revised rates of pay, and the calculation and payment of arrears of pay. 


 
4.1.36 The Contractor will reconcile the Client’s pay-over records each month and each year-


end to facilitate the submission of the P35 to the Inland Revenue using the data set 
out in 4.1.32   The Contractor will provide reconciliation confirmation of these figures 
together with the NHS Gross to Net and LGPS Reports on a monthly basis. 


 
 


4.2 Employee Services – Client Responsibilities 
 


Service Quality 


4.2.1 The Client will ensure that all those in their employ who provide payroll information, 
comply with the terms of the SLA in regards to the uniqueness of claims, quality of the 
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information, correct authorisation levels and ensure that they are 
appropriately trained in their obligations with respect to: 


 


 Agreed Data Standards and Operational Procedures 


 Use of agreed documents 


 Deadlines 
 


Timetable 


 


4.2.2 The Client is responsible for meeting the Agreed Data Standards and Operational 
Procedures as set out Appendix 1 and the Payroll Timetable as set out in Appendix 2.  


 


4.2.3 The client and Contractor are to agree the Payroll timetable no later 1st March each 
year for the following financial year (except Month 09 and Week 37, 38, 39 and 40 
Payrolls which are to be agreed by 14th October), and in the format as set out in 
Appendix 2 unless agreed otherwise. 


 


4.2.4 The Client is responsible for ensuring the agreed documentation is properly authorised 
and complete in respect of: 


 


 Sufficient information to ensure a correct payment 


 Allocation of cost 


 Accurate information 


 Terms and conditions of employment in force at the time 


 Occupational Code 
 


4.2.5 The Client is responsible for ensuring that all agreed documentation as defined in 
Appendix 1 is submitted to the Contractor by the cut off deadline given in Appendix 2. 


 


4.2.6 The Client is responsible for ensuring the provisions in Agreed Data Standards and 
Operational Procedures as set out in Appendix 1 are not abused. 


 


4.2.7 The Client is obliged to respond, under the conditions set out in the section dealing 
with High Priority communications in Appendix 1 to all queries where the Contractor 
believes would lead to an incorrect or unauthorised payment.   


 


4.2.8 The Client shall not seek solutions from the Contractor for queries relating to NHS 
terms and conditions as this violates the independent verification of data by the 
Contractor.   


 


Documentation – Authorisation 


 


4.2.9 The Contractor will check all documentation is budget stamped in line with the set limits 
on the Authorised Signatory Database provided fortnightly by the client.  Any abuses 
will be reported to the Client’s Finance Department. 
 


4.2.10 The Client shall provide and maintain an up-to-date contact list of the staff involved in 
providing data to the Contractor, and their area of responsibility and authorisation level. 


 


4.2.11 The Client will maintain an up to date list of all budget stamp holders and other 
authorised signatories including those of the Human Resources service. 


 







 


Payroll Contract_Draft_Feb 2018   11 
 


4.2.12 A signature is only considered valid and authorised if a sample is 
received from the Client or the Director of Human Resources, which 
are provided on an ad hoc basis. 


 


4.2.13 The Client is responsible for ensuring that forms pertaining to employee contracts are 
duly and legibly authorised. 


 


4.2.14 The Client is responsible that all forms from budget holders are duly authorised by the 
proper use of a budget holder stamp as per the obligations outlined in Agreed Data 
Standards and Operational Procedures. 


 


4.2.15 It is the Client’s responsibility to ensure that there are sufficient security procedures in 
place to prevent the fraudulent misuse of budget holder stamps and shall deal with 
abuses, which arise through their internal processes. 


 


Documentation – Maintenance 


 


4.2.16 It is the joint responsibility of the Contractor and the Client to ensure that agreed pro-
forma’s are kept up to date. 


 


4.2.17 Representatives of the Client and the Contractor will agree any changes to the agreed 
documents or the procedures before the documents will be accepted within the SLA 
term of agreed documentation and a copy of any new documentation will be filed with 
the SLA. 


 


Absence 


 


4.2.18 It is the Client’s responsibility to ensure all sickness is reported to the Contractor in a 
complete and timely manner with authorised documentation for the start of each new 
period of sickness and authorised documentation for each return to work.  


 


4.2.19 The Client must ensure that its employees are informed that without relevant return to 
work documentation the Contractor will assume the sickness is ongoing and 
corrections to pay will not be made until the month following the receipt of the return to 
work documentation. 


 


Liaison with External Agencies 


 


4.2.20 The Client’s HR Service is responsible for requesting and approving any Inter Authority 
Transfers, in respect of applicants during the recruitment process. 


 


Travelling and Associated Expenses 


 


4.2.21 The Client is responsible for ensuring that excess travel claims submitted to the 
Contractor are on the correct documentation and accompanied by valid receipts, 
properly completed and totalled, and have been correctly authorised. An authorised 
database for expense claims must be maintained and submitted to the contractor with 
any amendments. Failure to maintain this list of signatures in a timely manner could 
lead to the non processing of claim forms. 


 


4.2.22 It is the Client’s responsibility to ensure managers are aware of the proper authorisation 
process whereby they do not authorise their own claims but submit them for 
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authorisation by their line manager or another signatory with the 
same level of authority. 


 


4.2.23 The Payments Section who deal with the processing of the Travel and Associated 
Expenses Claims do not accept faxed claims but require originals for processing. 


 


Provision of an Out-of-payroll Payment Process 


 


4.2.24 The Client is responsible for ensuring a robust process to deal with emergency 
payments requested after the payroll run and the process is attached as part of the 
SLA and is communicated to the Client’s HR representatives, Budget Holders, 
Departmental managers, other relevant people within the Client and the Contractor. 


 


4.2.25 The Client’s line managers and representatives in Human Resources will first consult 
with the Contractor and determine if there is sufficient time for the client to meet a 
proposed out–of-payroll payment deadline.   


 


5. Pension Service 
 


5.1 The Contractor will be responsible for specific aspects of the pension service including 


the maintenance of individual records.  The Contractor will also be responsible for 


correspondence with the NHS Pensions Agency and employees on pension matters.  


In cases of ill-health retirement, the Contractor will notify the Authorised Client 


Personnel of the decisions of the NHS Pensions Agency, which it receives. 


5.2 The Contractor will process documents relating to pensionable retirement.  


Additionally, the Contractor will be responsible for processing and administering death 


benefits, temporary/permanent injury benefits, and will provide superannuation related 


quotations.  The Contractor will also provide information on transfer of benefits.  It is 


the responsibility of the Contractor to verify length of service. 


5.3 The Contractor will provide Authorised Client Personnel with estimates and information 


on retirement/redundancies in accordance with volumes and performance standards 


as stated in Appendix 3a of this document. 


5.4 The Contractor will provide Client employees and managers with information on the 


NHS Pension Scheme including information on changes to the scheme.  Details of any 


major changes to the NHS Pension Scheme will be documented and communicated 


to the Client. 


5.5 The Contractor will ensure sufficient leaflets are supplied for all staff and send an 


additional copy to the Client’s copy communication teams. 


5.6 In the case of records blocked by Pensions on line, the Contractor can only submit a 


manual request to the Pensions Agency within the expected turnaround time.  As the 


Contractor is dependant upon the co-operation of the pensions agency the Contractor 


is not able to provide an expected response date.  In these circumstances the 


Contractor will inform the individual who asked for the quote of the circumstances. 


5.7 In the event of disruption any facilities on the Pensions on-line web client, the 


contractor will inform Human Resources representatives of the Client immediately and 


advise them how this will affect the provisions of the service and negotiate a realistic 


turn around time for redundancy quotes. 
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5.8 The provision of any redundancy quote directly to an employee will 


result in a negative performance measure against the Contractor.  All 


redundancy quotes must be provided to the Client representative 


who requested the quote. 


5.9 All data processing within the Pensions Service will be in accordance with the local 


security data policies. 


5.10 The Contractor in association with the Pensions Agency will provide an annual 


statement of benefit to all NHS Pension members.  


6. Maintenance and Retention of Records 
 


6.1 The Contractor will retain all employee and payroll records as defined by current NHS 


guidance on Maintenance and Destruction of Hospital Records.  


6.2 All Electronic copies of the documents relating to the service being provided are the 


property of the Client and will be retained by the Contractor on the Clients behalf for 


periods to be agreed by the Client and the Contractor.  Appendix 4 sets these 


timescales out. 


7. Performance Standards and Monitoring 
 


7.1 Introduction 
 


7.1.1 The contract exists between the Client and the Contactor. 


7.1.2 The Client Representation Board, comprising of Senior Managers and nominated 


representatives of the individual member parts of the Client and representatives from 


the Contractor is the arbitrator of the contact with authority to: 


 Review Client and Contractor performance standards against the SLA and 
determine liability under the national contract credits and charges.   


 Consider contract review in the case of successive performance failures. 


 Consider Client submissions to vary the contract. 


 Consider contract revisions at the renewal date. 


 Ratify the contract. 


 To provide an arbitration platform for all parties. 
 


7.1.3 The Contractor reserves the right to enter into other contracts not governed by the 


Client Representation Board and the Client has the right to request that the Contractor 


ensures that such contracts do not jeopardise the service levels governed by this 


contract. 


7.1.4 Amendments to the terms of the SLA are to be presented as a written proposal for 


consideration by the Client Representation Board, which includes representatives from 


the Contractor. Once ratified by the Client Representation Board such amendments 


will form part of the SLA and will be kept in Appendix 8: Procedural Variations. This 


would include the addition of further service requirements  


7.1.5 The cost of the service will be invoiced quarterly. 


7.1.6 The successful operation of the payroll service will depend on a partnership approach 


from both parties to the agreement.  The Client and the Contractor shall agree a 


mechanism of regular contract review meetings and escalation procedures. 
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7.2 Contractor Performance 
 
7.2.1 Appendix 1 sets out the Summary of Minimum Data Standards and 


Agreed Operational Procedures, which contain the operational expectations and 
division of duties between Client and Contractor.  Appendix 3 sets out the contractor 
performance standards. 


 
7.2.2 The Contractor shall meet with the Client’s Payroll Service Monitoring Officer each 


month to review the Contractors and Clients performance standards. 


 
7.3 Client Performance 
 
7.3.1 Appendix 1 sets out the Summary of Minimum Data Standards and Agreed Operational 


Procedures, which contain the operational expectations and division of duties between 
Client and Contractor.  Appendix 3 sets out the Client performance standards. 


 
7.3.2 The Client shall ensure that it has a robust process to determine how and under what 


circumstances out-of-payroll payments are made.  Each process shall be appended to 
the SLA and be subject to the usual review terms. Each process must be 
communicated to all parties in writing.   


 


7.4 Client Monitoring of the Contractor 
 
7.4.1 The Client will appoint an Employee Services Monitoring Officer as soon as practicable 


to develop and instigate the Client’s own system to monitor the Contractor’s provision 
of the payroll services. 


 
7.4.2 The Contractor shall provide all necessary assistance to enable the Employee 


Services Monitoring Officer to monitor and assess the performance of the employee 
services by the Contractor.  In particular, the Contractor shall permit the Monitoring 
Officer or any other person so authorised by the Client to inspect without prior written 
notice, at any reasonable time, any premises, equipment, record or items used by the 
Contractor in providing the employee services.  The Client shall indemnify the 
Contractor against all and any loss or liability, cost or expense incurred by the 
Contractor as a result of any such inspection. 


 


8. Termination Clauses and Cost of Service 
 
8.1 Termination Clauses 
 


8.1.1 Client Representation Board reserves the right to terminate the contract with a six 


month notice period,, which has been presented in writing to the Contractor and receipt 


acknowledged.  In the event of a Client trust terminating the contract, please be aware 


of obligations under TUPE. 


8.1.2 The Contractor reserves the right to terminate the contract with the Client with a six 
month notice period, which has been presented in writing to the Client Representation 
Board and receipt acknowledged.   
 


8.1.3 In the case of a Client member serving notice of termination, the Client member must 
request any desired extension of the service in writing no more than one month into 
the notice period.  A Client member can apply after two months into the notice period 
but this will incur an additional 50% charge on top of the usual fee for each additional 
month to cover additional staff costs. 


 


8.1.4 The Client must arrange for packing and carriage of all papers and files for the new 
provider.  A suitable time for packing and collection must be arranged in advance giving 
the current contactor one month’s notice.  The Contractor can arrange for the packing 
of papers and files  
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at the cost of an additional 50% charge on top of the usual monthly 
fee to cover additional staff costs. 


 


8.1.5 It is recommended that the effective date of any notice of termination by the Client is 
at the end of a tax year, but this is not a condition of the contract. 


 


8.1.6 The Client will discharge any costs, losses and expenses incurred by the Contractor 
arising resulting from the Client’s breach of the terms of 4.2. 


 


8.1.7 The Contractor will not be liable under this agreement for anything that would otherwise 
have been a breach of this agreement caused directly or indirectly by the failure of all 
the Client’s reasonable endeavours to achieve the matter specified in this section 4.2. 


 


8.2 Cost of Service 
 
8.2.1 The SLA provisional value for period 1st April 2018 to 31st March 2019 is an amount of 


£xxx. A full breakdown of the costs are shown in appendix 7. 
 
The Service Level Agreement between the Contractor xxx and the Client is signed and 


agreed with effect of the 1st April 2018 and is in force until 31st March 2019. 


 


Sign on behalf of Contractor xxx: 


Name____________________________________________ 


Position___________________________________________ 


Signature__________________________________________ 


Date______________________________________________ 


 


Sign on behalf of Client: 


Name____________________________________________ 


Position___________________________________________ 


Signature__________________________________________ 


Date______________________________________________ 
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Appendix 1. Summary of Minimum Data Standards and 


Agreed Operational Procedures.  
 


1. Minimum Data Standards 
 
1.1 The Payroll cut-off date is fixed, but the contractor will ensure as many items as 


possible will be included in the payroll run. 
 
1.2 This appendix provides minimum data standards for completion of payroll related 


feeder data for the following forms agreed between the Client and the Contractor as 
acceptable authority to process/adjust payments to the Client’s employees.     


 


 Staff Appointment Form (set up on system by Clients HR Dept) 


 Staff Transfer/Change in Appointment or Personal Details 


 Maternity and Parental Leave  - Application/Undertaking 


 Application to Join a Trade Union 


 Pay Termination Form 


 Salary Sacrifice Forms 


 Monthly – Manpower Pay Return 


 Time Sheets 


 Overtime/Excess Hours Returns 


 Emergency Duty Returns 


 Travel Loans etc 


 Authorisation forms for deduction of Staff Association, Childcare, Charities, 
etc. 


 
1.3 Any information received, which does not comply with the minimum requirements, will 


be flagged with the person or department who provided the original instruction as High 
Priority in accordance with the response times listed in 2.8 High Priority emails. 


 
1.4 The agreed documentation must be legible, typed or written in black or blue ink, and 


be fully and clearly completed.  Number values, and dates must be clearly annotated, 
and where applicable, documents must be approved and signed by an authorised 
signatory.   


 
1.5 All documents must be totalled correctly. 
 
1.6 Regular input lists for the Contractor must be presented in the format agreed by the 


Contractor. 
 
1.7 All new local subscriptions and/or deductions must be negotiated with the Contractor 


from a payroll input standpoint. 
 
1.8 Such forms will be accepted as faxed copies in order to meet the Payroll deadlines, on 


the understanding the Client will inform the Contractor by telephone why and when the 
form will be sent. The original form must be delivered in the next regular delivery to 
ensure proper audit controls are met.   


 
1.9 Emails should not be used as substitutes for properly completed and authorised forms.  


 
1.10 Emailed responses to queries on agreed forms are acceptable as interim solutions but 


an amended form must follow to ensure a clear audit trail.  The amended form must 
clearly state it is an amended duplicate and the original error or omission must be 
highlighted.  
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2. Operational Procedures 
 
2.1 Starters 
 
2.1.1 Starters should be sent to the Contractor within a week of starting. 
 
2.1.2 The Contractor will pay, within the current processing month all starters delivered in 


accordance with the cut-off deadline. 
 
2.1.3 When starter papers are delivered after the cut off date, the Contractor will distinguish 


between monthly paid employees who have been employed before the cut off and 
those after.   


 


 Those who have been employed before the cut off will be paid within the 
current month except those held because they were queried with the Client. 


 Those who have been employed after the cut off will only be paid by special 
arrangement or will be paid in the next available payroll. 


 
2.1.4 The Contractor will undertake to calculate manual payments for starters, if requested 


by the client on the condition that authority from the Client’s Finance Department 
accompanies the request.  Such payments will be made as an estimated advance. 


 
Out of Payroll Manual Payments to Starters 
 


2.1.5 Out of payroll manual payments to starters are covered under the provisions of the Out 
of Payroll Manual Payments section of this document. 


 


2.2 Change Forms 
 
2.2.1 The Contractor shall only action Change forms, which arrive before or on the cut–off 


date (extended to include the courier run) in the current period. 
 
2.2.2 The Contractor shall action any Change forms where requested under exceptional 


circumstances by a member of the Client executive team as a manual payment. 
 
2.2.3 After the cut off date, the Contractor shall be unable to action Change Forms, All these 


change forms will be paid in the next available payroll run.  It is not the Contractor’s 
responsibility to inform the employee when payment is expected. 


 
Requested Out of Payroll Manual Payments for Change Forms 
 


2.2.4 The Client does not require the Contractor to make manual payments for Change forms 
that increase the pay and are received after the final payroll run.  The instruction is to 
pay in the following month’s payroll run. 


 


2.3 Leavers 
 
2.3.1 The Contractor will process Notification of Leaving Forms within the Payroll period 


containing the last working day of the employee, unless otherwise notified by the Client 
in writing.   


 
2.3.2 The Client will include the current home address on the Leaver Form of all employees.  


The Contractor will ensure the provided address is on the final payslip. The Payslip will 
be forwarded to the provided address together with the P45.  If no address is provided 
on the Leaver Form the final payslip together with the P45 will be sent to the Client’s 
Human Resources department. 


 
2.3.3 Calculation of final payment will take account of annual leave entitlement, as specified 


on the Notification of Leaving Form.  This will include abatement where leave 
entitlement has been exceeded at date of termination.  
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2.3.4 The Contractor will recover the entire amount of outstanding loans 
from the leaver or an amount equal to the final net pay as per the 
Client’s instructions. 


 
2.3.5 If the deduction exceeds 50% of the leaver’s net pay, the contractor will issue a letter 


to the leaver before issuing the final payslip, to inform them of the deduction in 
accordance with the clause in their contract of employment.  The contractor shall copy 
the letter to the Client’s Finance department.    


 
2.3.6 As the contractor does not have the authority to negotiate repayment terms with the 


leaver, they will refer repayment queries directly to the Client’s Finance and HR 
Departments. 


 
2.3.7 If the final net pay is not sufficient to recover the entire amount from the leaver the 


contractor will recover a sum equal to the final net pay and inform a named 
representative of the Client of the outstanding balance before the final payslip is issued. 


 
2.3.8 Payroll will email nominated representatives in Finance and Human Resources with 


the name of any manager who directly send instructions to Payroll that result in 
overpayments, and details of the overpayment.   


 
2.3.9 Leaver forms received after the cut off date will be included in statistics monitoring. 
 


Receipt of Late Leaver Forms – Leaver Underpaid 
 


2.3.10 In cases where the Notification of Leaver form arrives too late to be processed in the 
Payroll period containing the last working day of the employee, underpayments such 
as holiday pay will be paid in the following pay period and the P45 will be issued with 
the final pay.   


 
Receipt of Late Leaver Forms – Leaver Overpaid 
 


2.3.11 If the late arrival of a Notification of Leaver form results in an overpayment the 
Contractor if able, will prevent the credit reaching the employees account in 
accordance with the deadline set out in Appendix 2, and issue a manual payment 
request to the Client Finance department to issue the corrected net pay for the leaver.  
The contractor will send a manual payslip and the P45 to the leaver.  Such items will 
be included in statistics monitoring.    


 
2.3.12 If the Contractor is unable to prevent the credit reaching the employees account, the 


Contractor will calculate the overpayment and notify the employee within 5 working 
days, sending a copy of the letter to the Client’s Finance department. 


 
2.3.13 If 10 overpayments or more are presented to a single payroll team within one month 


then the Contractor will undertake to complete them within 10 working days of the 
closure of the current payroll period. 


 
2.3.14 In the case of overpaid leavers where it is not possible to recover the overpayment 


through the final pay, the overpayment letter will state that the P45 will be issued once 
repayment is agreed, as only then is it possible to quote the correct figures to the Inland 
Revenue. 


 
2.3.15 In the case of an overpaid leaver not responding to the initial letter the Contractor will 


approach the Client to raise a debtor account.  At this point the Contractor shall issue 
the corrected P45, as it is illegal to deliberately withhold a P45. 


   


2.4 Temporary Variation of Pay and Other Forms 
 
2.4.1 The Contractor will pay, within the current processing month, all temporary variation of 


pay and other forms delivered in accordance with the cut-off deadline.  Temporary 
variation of pay and other forms delivered after the cut-off deadline will be processed 
in the following month. 


 
2.4.2 Client requests to pay any such forms after the cut off date must be confirmed in writing 


and a credit date agreed before the employee is informed.  Requests for manual 
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payments will be included in statistics monitoring and treated as 
other requested manual payments. 


 
 


2.5 Overpayments 
 
2.5.1 The recovery of over and under payments is covered by the Correction of Errors policy. 
 
2.5.2 The Contractor will maintain an Overpayments Register showing all overpayments to 


current employees and leavers and stating source of error.  Payroll will distribute the 
list to the Client Finance and HR Departments on a monthly basis and monitor the 
register weekly for responses to letters to overpaid leavers. 


 


2.6 Out of Payroll Manual Payments 
 
2.6.1 The Contractor will calculate all manual payments using the Advance method whereby 


the employee is paid an estimated amount of their expected net pay and the advanced 
amount (treated as a temporary net pay loan) is recovered in the following pay period.  
The process of advance pay is covered in the Advance Pay policy. 


 
2.6.2 It is the Client’s responsibility to pay manual payments through any method they deem 


suitable. 
 
2.6.3 It is the responsibility of the Client to develop a robust process to deal with out of payroll 


manual payments, decide upon levels of authority and an authorisation process, and 
communicate it to all client representatives and the contractor. 


 
2.6.4 All requests for out of payroll manual payments must be signalled clearly on the 


documentation and accompanied by authority from the clients. 
 


2.7 Absence Reporting 
 
2.7.1 It is the responsibility of the Client to ensure all absence is reported to the Contractor 


in a complete and timely manner. 
 
2.7.2 It is the responsibility of the Client to ensure all sickness is reported to the Contractor 


in a complete and timely manner with authorised documentation for the start of each 
new period of sickness and authorised documentation for each return to work.   


 
2.7.3 The Client must ensure that its managers and employees are informed that without 


relevant return to work documentation the Contractor will assume the sickness is 
ongoing and corrections to pay will not be made until the month following the return to 
work documentation is received by payroll. 


 


2.8 High Priority Emails 
 
2.8.1 High priority queries must be addressed between the Contractor and the Client through 


email.  
 
2.8.2 The Contractor will ensure that Client emails are distributed to a recipient’s colleagues 


to ensure responses are not delayed through the individual not being available. 
 
2.8.3 The Client will ensure that High Priority emails are distributed to the recipient’s 


colleagues to ensure responses are not delayed through the individual not being 
available. 


 
2.8.4 Emails are marked high priority if they directly relate to incorrect, missing or ambiguous 


information that either affects an employee’s pay or impacts on the Contractor or 
Client’s ability to provide urgent information to an employee or third party within a 
designated timeframe. 


 
2.8.5 The Client and Contractor will aim to respond to high priority emails within two working 


hours of receipt.   
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2.8.6 For high priority emails directly impacting an employee’s pay where 
the Client is unable to provide this information in accordance with the 
payroll deadlines, the Client must acknowledge 
 


 and give an expected response time stating what alternative payroll action is required 
(e.g. out of payroll manual payment or carry over instruction to the next payroll). 


 
2.8.7 The Contractor will communicate the expected consequences (such as delay in 


payment) for the Client to inform the employee. 
 
2.8.8 The Client is liable to ensure that high priority requests that affect pay do not miss the 


agreed payroll deadlines as per the schedule in Appendix 2. 
 
2.8.9 For high priority emails directly impacting the provision of urgent information 


concerning an employee’s pay, where the Contractor is unable to provide this 
information as required, the Contractor must acknowledge the enquiry, provide 
reasons for the delay and agree a response time. 


 
2.8.10 For high priority emails not directly impacting an employee’s pay but under a 


designated time frame the Contractor or the Client will state the response timeframe in 
the communication.  Where the Client is unable to provide this information within the 
designated timeframe, they must acknowledge the communication and agree a 
response time. 


 


2.9 Additional Processing Work 


 
2.9.1 In the case of receiving more than 10 requests for manual calculations, out of payroll 


payments or overpayments per payroll team in a single pay period, for three 
consecutive pay periods the Contractor can apply in writing for written assurance that 
the Client has successfully addressed the issue causing the unusual number of 
requests. 


 
2.9.2 In the case of the Contractor failing to correctly action more than 10 items of timely and 


accurate data in a single pay period, for three consecutive pay periods the Client can 
apply in writing for written assurance that the Contractor has successfully addressed 
the issue causing the unusual number of failures. 
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Appendix 2a. Client Monthly Processing Timetables 
 


Reference to ‘CCG HR Payroll Schedule 2015_16’.  
 


April 
Fri 10th Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


Weds 15th New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


May 
Mon 11th Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


Thurs 14th  New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


June 
Thurs 11th Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


Tues 16th New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


July 
Fri 10th Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


Weds 15th New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


August 
Tues 11th Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


Fri 14th New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


September 
Fri 11th Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


Weds 16th New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


October 
Fri 9th Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


Weds 14th New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


November 
Weds 11th Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


Mon 16th New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


December 
Fri 4th Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


Mon 14th 1st New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


January 
Mon 11th Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


Thurs 14th 1st New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


February 
Thurs 11th Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


Tues 16th 1st New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


March 
Fri 11th Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


Tues 15th 1st New Starters Input Deadline 4pm. Paperwork to be scanned. 
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April 
TBC TBC Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


TBC TBC New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


May 
TBC TBC Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


TBC TBC New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


June 
TBC TBC Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


TBC TBC New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


July 
TBC TBC Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


TBC TBC New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


August 
TBC TBC Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


TBC TBC New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


September 
TBC TBC Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


TBC TBC New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


October 
TBC TBC Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


TBC TBC New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


November 
TBC TBC Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


TBC TBC New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


December 
TBC TBC Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


TBC TBC 1st New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


January 
TBC TBC Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


TBC TBC 1st New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


February 
TBC TBC Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


TBC TBC 1st New Starters Input Deadline 4pm. Paperwork to be scanned. 


    


March 
TBC TBC Assignment Changes Input Deadline 4pm. Paperwork to be scanned. 


TBC TBC 1st New Starters Input Deadline 4pm. Paperwork to be scanned. 
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Appendix 2b. Contractor Processing Timetables 
 


Reference to ‘CCG HR Payroll Schedule 2015_16 ’. 
 


A
p


r 
Weds 15th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Thurs 16th Month 01 Payroll Input Complete. (Month 01 Payroll Run Overnight) 


Weds 22nd Month 01 BACS and Payslips process complete. 


Fri 24th Month 01 Payday 


    


M
a
y


 


Thurs 14th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Fri 15th Month 02 Payroll Input Complete. (Month 02 Payroll Run Overnight) 


Weds 20th Month 02 BACS and Payslips process complete. 


Fri 22nd Month 02 Payday 


    


J
u


n
 


Tues 16th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Weds 17th Month 03 Payroll Input Complete. (Month 03 Payroll Run Overnight) 


Tues 23rd Month 03 BACS and Payslips process complete. 


Thurs 25th Month 03 Payday 


    


J
u


l 


Weds 15th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Thurs 16th Month 04 Payroll Input Complete. (Month 04 Payroll Run Overnight) 


Weds 22nd Month 04 BACS and Payslips process complete. 


Fri 24th Month 04 Payday 


    


A
u


g
 


Fri 14th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Mon 17th Month 05 Payroll Input Complete. (Month 05 Payroll Run Overnight) 


Fri 21st Month 05 BACS and Payslips process complete. 


Tues 25th Month 05 Payday 


    


S
e
p


t 


Weds 16th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Thurs 17th Month 06 Payroll Input Complete. (Month 06 Payroll Run Overnight) 


Weds 23rd Month 06 BACS and Payslips process complete. 


Fri 25th Month 06 Payday 


    


O
c
t 


Weds 14th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Thurs 15th Month 07 Payroll Input Complete. (Month 07 Payroll Run Overnight) 


Weds 21st Month 07 BACS and Payslips process complete. 


Fri 23rd Month 07 Payday 
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N
o


v
 


Mon 16th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Tues 17th Month 08 Payroll Input Complete. (Month 08 Payroll Run Overnight) 


Mon 23rd Month 08 BACS and Payslips process complete. 


Weds 25th Month 08 Payday 


    


D
e
c


 


Mon 14th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Tues 15th Month 09 Payroll Input complete. (Month 09 Payroll Run Overnight) 


Mon 21st Month 09 BACS and Payslips process complete 


Weds 23rd Month 09 Payday 


    


J
a
n


 


Thurs 14th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Fri 15th Month 10 Payroll Input Complete. (Month 10 Payroll Run Overnight) 


Thurs 21st Month 10 BACS and Payslips process complete. 


Mon 25th Month 10 Payday 


    


F
e
b


 


Tues 16th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Weds 17th Month 11 Payroll Input Complete. (Month 11 Payroll Run Overnight) 


Tues 23rd Month 11 BACS and Payslips process complete. 


Thurs 25th Month 11 Payday 


    


M
a
r 


Tues 15th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Weds 16th Month 12 Payroll Input Complete. (Payroll Run Overnight) 


Weds 23rd Month 12 BACS and Payslips process complete. 


Fri 25th Month 12 Payday 


Reference to ‘CCG HR Payroll Schedule 2016_17 ’. 
 


A
p


r 


Tues 12th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Fri 15th Month 01 Payroll Input Complete. (Month 01 Payroll Run Overnight) 


Weds 20th Month 01 BACS and Payslips process complete. 


Mon 25th Month 01 Payday 


    


M
a
y


 


Fri 13th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Tues 17th Month 02 Payroll Input Complete. (Month 02 Payroll Run Overnight) 


Fri 20th Month 02 BACS and Payslips process complete. 


Weds 25th Month 02 Payday 


    


J
u


n
 Mon 13th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Thurs 16th Month 03 Payroll Input Complete. (Month 03 Payroll Run Overnight) 
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Tues 21st Month 03 BACS and Payslips process complete. 


Fri 24th Month 03 Payday 


    
J
u


l 
Tues 12th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Fri 15th Month 04 Payroll Input Complete. (Month 04 Payroll Run Overnight) 


Weds 20th Month 04 BACS and Payslips process complete. 


Mon 25th Month 04 Payday 


    


A
u


g
 


Fri 12th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Weds 17th Month 05 Payroll Input Complete. (Month 05 Payroll Run Overnight) 


Mon 22nd Month 05 BACS and Payslips process complete. 


Thurs 25th Month 05 Payday 


    


S
e
p


t 


Mon 12th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Thurs 15th Month 06 Payroll Input Complete. (Month 06 Payroll Run Overnight) 


Tues 20th Month 06 BACS and Payslips process complete. 


Fri 23rd Month 06 Payday 


    


O
c
t 


Weds 12th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Mon 17th Month 07 Payroll Input Complete. (Month 07 Payroll Run Overnight) 


Thurs 20th Month 07 BACS and Payslips process complete. 


Tues 25th Month 07 Payday 


    


N
o


v
 


Mon 14th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Thurs 17th Month 08 Payroll Input Complete. (Month 08 Payroll Run Overnight) 


Tues 22nd Month 08 BACS and Payslips process complete. 


Fri 25th Month 08 Payday 


    


D
e
c


 


Fri 9th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Weds 14th Month 09 Payroll Input complete. (Month 09 Payroll Run Overnight) 


Mon 19th Month 09 BACS and Payslips process complete 


Thurs 22nd Month 09 Payday 


    


J
a
n


 


Thurs 12th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Tues 17th Month 10 Payroll Input Complete. (Month 10 Payroll Run Overnight) 


Fri 20th Month 10 BACS and Payslips process complete. 


Weds 25th Month 10 Payday 
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F
e
b


 


Mon 13th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Thurs 16th Month 11 Payroll Input Complete. (Month 11 Payroll Run Overnight) 


Tues 21st Month 11 BACS and Payslips process complete. 


Fri 24th Month 11 Payday 


    


M
a
r 


Mon 13th Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


Thurs 16th Month 12 Payroll Input Complete. (Payroll Run Overnight) 


Tues 21st Month 12 BACS and Payslips process complete. 


Fri 24th Month 12 Payday 


 
 
 


Reference to ‘CCG HR Payroll Schedule 2018_19 ’. 
 


A
p


r 


TBC TBC Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


TBC TBC Month 01 Payroll Input Complete. (Month 01 Payroll Run Overnight) 


TBC TBC Month 01 BACS and Payslips process complete. 


TBC TBC Month 01 Payday 


    


M
a
y


 


TBC TBC Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


TBC TBC Month 02 Payroll Input Complete. (Month 02 Payroll Run Overnight) 


TBC TBC Month 02 BACS and Payslips process complete. 


TBC TBC Month 02 Payday 


    


J
u


n
 


TBC TBC Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


TBC TBC Month 03 Payroll Input Complete. (Month 03 Payroll Run Overnight) 


TBC TBC Month 03 BACS and Payslips process complete. 


TBC TBC Month 03 Payday 


    


J
u


l 


TBC TBC Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


TBC TBC Month 04 Payroll Input Complete. (Month 04 Payroll Run Overnight) 


TBC TBC Month 04 BACS and Payslips process complete. 


TBC TBC Month 04 Payday 


    


A
u


g
 


TBC TBC Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


TBC TBC Month 05 Payroll Input Complete. (Month 05 Payroll Run Overnight) 


TBC TBC Month 05 BACS and Payslips process complete. 


TBC TBC Month 05 Payday 
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S
e
p


t 


TBC TBC Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


TBC TBC Month 06 Payroll Input Complete. (Month 06 Payroll Run Overnight) 


TBC TBC Month 06 BACS and Payslips process complete. 


TBC TBC Month 06 Payday 


    


O
c
t 


TBC TBC Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


TBC TBC Month 07 Payroll Input Complete. (Month 07 Payroll Run Overnight) 


TBC TBC Month 07 BACS and Payslips process complete. 


TBC TBC Month 07 Payday 


    


N
o


v
 


TBC TBC Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


TBC TBC Month 08 Payroll Input Complete. (Month 08 Payroll Run Overnight) 


TBC TBC Month 08 BACS and Payslips process complete. 


TBC TBC Month 08 Payday 


    


D
e
c


 


TBC TBC Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


TBC TBC Month 09 Payroll Input complete. (Month 09 Payroll Run Overnight) 


TBC TBC Month 09 BACS and Payslips process complete 


TBC TBC Month 09 Payday 


    


J
a
n


 


TBC TBC Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


TBC TBC Month 10 Payroll Input Complete. (Month 10 Payroll Run Overnight) 


TBC TBC Month 10 BACS and Payslips process complete. 


TBC TBC Month 10 Payday 


    


F
e
b


 


TBC TBC Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


TBC TBC Month 11 Payroll Input Complete. (Month 11 Payroll Run Overnight) 


TBC TBC Month 11 BACS and Payslips process complete. 


TBC TBC Month 11 Payday 


    


M
a
r 


TBC TBC Expenses Deadline (Batches Validated, Checked and Transferred by 4pm) 


TBC TBC Month 12 Payroll Input Complete. (Payroll Run Overnight) 


TBC TBC Month 12 BACS and Payslips process complete. 


TBC TBC Month 12 Payday 
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Appendix 3a:  Contractor Performance Standards 


Criteria Target 


Status enquiries from third parties e.g. 


from building societies, banks, 


insurance companies for mortgage 


application purposes. 


THE CONTRACTOR TO REPLY WITHIN 5 DAYS 


OF RECEIPT OF AUTHORISED CONSENT FROM 


THE TRUST OR EMPLOYEE, AS APPROPRIATE. 


Solicitor’s letters relating to accident 


claims. 
THE CONTRACTOR TO REPLY WITHIN 10 


WORKING DAYS.  


Earnings details for employee’s claims 


for industrial injuries. 


The Contractor to reply within 10 working days.  


High priority enquiries from Client 


relates to any queries which reflect a 


30% under payment in gross pay or 


avoids an overpayment 


The Contractor shall respond within 24 hours. 


Enquiries from DSS or other 


government offices e.g. income 


support applications. 


The Contractor to reply within 10 working days 


maximum. 


Enquiries from the Child Support 


Agency. 


The Contractor to reply within 10 working days 


maximum. 


Information on retirement and 


redundancy quotations, where the 


employee’s complete pension record 


is held. 


The Contractor to reply to a maximum of 10 


quotations processed within 10 working days. 


Non-routine pension updates or 


general Agency queries 


Agency to be informed of changes or answered 


within 8 to 12 weeks. 


Issue of AW8 to employee. WITHIN 5 WORKING DAYS OF RECEIPT OF 


TERMINATION FORM STATING THAT THE 


EMPLOYEE IS RETIRING. 


Dispatch of AW8. 15 weeks before termination date. 


Completion of AW8 by the Contractor. Within 10 working days of receipt if the date of 


retirement is within the following 3 months. 


Submission of SD55 Within 1 month following last payment 


Issue of AW33E. Within 5 working days. 


Ill health retirement decisions. To be notified 5 working days of receipt of official 


notification from Agency. 


Issue of other pension forms. Within 5 working days of notification 


Completion of RF12 forms Process within 10 working days of being received 


by Payroll. Following process on Payroll, 6 – 8 wks 


target date for payment by the Pensions Agency 


Issue of AW13 to employee Within 5 working days of request. 


Completed AW13 forms Sent to Agency within 5 working days. 


Payroll Schedules Within 5 working days of the Monthly payroll run. 
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Appendix 3b:  Client Performance Standards 


Task 


Starter forms to be submitted before the cut off date (unless there is evidence of 
reasonable delay in providing them to Payroll) 
Change Forms to be submitted before the cut off date 


Avoid Mistakes or omissions on Change Forms submitted before cut off date or Change 


forms reducing pay received before final payroll. 


Termination Forms to be submitted before the cut off for processing in the current period. 


Avoid Mistakes or omissions on Termination Forms submitted. Forwarding address to be 


the same as in ESR. ESR to be updated if necessary 


Temporary Variation, Travel & expenses claims and other forms to be submitted before the 


cut off for processing in the current period. 


Avoid mistakes or omissions on Temporary Variation, Travel & expenses claims and other 


forms submitted 


Avoid mistakes or omissions in responses to Contractor queries 


Document/faxes which are returned to the Client for correction within deadlines 


Avoid mistakes or omissions by the Client causing overpayments or underpayments  above 


tolerance levels 


Response to high priority email requests within 2 hours of receipt. 


 


 


Appendix 4:  Maintenance and Destruction of Hospital Records. 


All agreed documents and other documents for the named individual are kept on the 


individual employee’s electronic file. Sick leave records are kept on returns that form part of 


the Absence return record file. 


Period Of Retention Of Documents 


Period of Retention after the financial year 


concerned. 


Document 


One Year Returns of a minor nature 


Quarterly P35 printout 


Quarterly TSR printout 


Tax code listing 


Retirement listing 


Savings listing 


Trade Union Subscription listing  


Cheque listings 


BACS listings 


Control totals 


Cumulative control tables  
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Arrears listings 


ANALYSIS OF ALLOWANCES AND 


DEDUCTIONS COPIES OF ANNUAL 


STATISTICS SENT TO THE DSS 


Three Years Clock Cards 


TIMESHEETS 


Six Years End of year P35 


END OF YEAR TSR PRINTOUT 


 


 


 


 


 


 


 


 


 


 


 


 







 


 


Appendix 5:  ESR Reports 


5.1  Absence Management 


6I reports: 
 


ABM 1.1.1 - NHS Bank Annual Leave 
 


Oracle standard reports: 
 


ABM 1.2.1 – Absence  
 


Discoverer reports: 
 


ABM 1.3.1 – Estimated Cost 
ABM 1.3.2 – Absence Record 
ABM 1.3.3 – Excess Bradford 
ABM 1.3.4 – Maternity 
ABM 1.3.5 – Maternity Returnee 
ABM 1.3.6 – Short/Long Term 
ABM 1.3.8 – Organisation Monthly Absence Rate for all Categories 
ABM 1.3.9 - Organisation Quarterly Absence Rate for all Categories 
ABM 1.3.10 - Organisation Monthly Absence Rate by Category 
ABM 1.3.11 - Organisation Quarterly Absence Rate by Category 
ABM 1.3.12 – Staff Group: Monthly Absence Rate for all Categories 
ABM 1.3.13 – Staff Group: Quarterly Absence Rate for all Categories 
ABM 1.3.14 – Staff Group: Monthly Absence Rate by Category 
ABM 1.3.15 – Staff Group: Quarterly Absence Rate by Category 
ABM 1.3.16 – NHS Employees Approaching Half Pay or No Pay Analysis – Employee 
Details 
ABM 1.3.17 – NHM Maternity Absence Beyond Contract Date Analysis – Employee Details 


5.2  Career Management 


 6I reports: 
 


None 


Oracle standard reports: 
 


CAM 2.2.1 – Job and Position Skills Matching 
 


Discoverer reports: 
 


CAM 2.3.1 – NHS Career Management Competency Analysis – Refresher Training 
CAM 2.3.2 - NHS Career Management Competency Analysis – Individual Competencies 
CAM 2.3.3 – NHS Career Management Qualification Analysis – Qualification Profile 
CAM 2.3.4 – NHS Career Management Qualification Analysis – Non-S/NVQ 
Qualifications by Surname 
CAM 2.3.5 – NHS Career Management Qualification Analysis – Non-S/NVQ 
Qualifications by Employee No. 
CAM 2.3.6 – NHS Career Management Qualification Analysis – S/NVQ Qualifications by 
Surname 
CAM 2.3.7 – NHS Career Management Qualification Analysis – S/NVQ Qualifications by 
Employee No. 
CAM 2.3.8 Professional and Membership Reports 


5.3  Education and Training 


6I reports: 
 


None 
 


Oracle standard reports: 
 


None 
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Discoverer reports: 
 


NHS Education and Training Analysis: 
EDT 3.3.1 – Detailed Event List 
EDT 3.3.2 – Event Non-Attendees 
EDT 3.3.3 – Event not Reached Minimum Delegates 
EDT 3.3.4 – Event Delegate List 
EDT 3.3.5 – Training Record 
EDT3.3.6 – Delegate Status Analysis 
EDT 3.3.8 – By Gender 
EDT 3.3.9 – By Disability 
EDT 3.3.10 – By Ethnic Origin 
EDT 3.3.11 – Actual and Planned Expenditure 
EDT 3.3.12 – Candidate Status on Events 


5.4  Finance 


6I reports: 
 


FIN 4.1.1 - NHS Costing Breakdown  
FIN 4.1.2 – NHS Cumulative Analysis 
FIN 4.1.3 - NHS Cumulative Mileage 
FIN 4.1.4 – NHS Gross to Net summary 


 


Oracle standard reports: 
 


FIN 4.2.1 – Cost Breakdown Report for Costing Run 
FIN 4.2.2 – Cost Breakdown Report for Date Range 


  


Discoverer reports: 
 


NHS Domiciliary Visits Analysis: 
FIN 4.3.1 – Domiciliary Year End Summary 
FIN 4.3.2 – Domiciliary Speciality Summary 
FIN 4.3.14 – Domiciliary Fees - Consultant 


 


NHS Financial Cost Analysis   
FIN 4.3.3 – Hours by Element Group – Summary 
FIN 4.3.4 – Hours by Element Group – Detail 
FIN 4.3.5 – Pay (£’s) by Element Group – Summary 
FIN 4.3.6 - Pay (£’s) by Element Group – Detail 
FIN 4.3.7 – Staff List FTE/Hours – Detail 
FIN 4.3.8 - Staff List FTE/Hours – Summary 
FIN 4.3.9 – FTE by Period – Summary 
FIN4.3.10 - FTE by Period – Detail 
FIN 4.3.11 – Exception Hours by Element Group – Detail 
FIN 4.3.12 – Exception Pay (£’s) by Element Group – Detail 
FIN 4.3.13 – Budget Profile – Cumulative to Date Summary 
FIN 4.3.15 Gross Cost Tables 


 


6.5      Human Resources 


 
6I reports: 


 


HUR 5.1.1 – NHS Professional Registrations and Memberships 
HUR 5.1.3 – NHS AFC Increments Due for a Given Date Rage 


 


Oracle standard reports: 
 


HUR 5.2.1 – Assignment Status 
HUR 5.2.2 – Duplicate Person 
HUR 5.2.3 – Details 
HUR 5.2.4 – Full Assignment Full Person 
HUR 5.2.5 – Full Work Details  
HUR 5.2.6 – Head Count Details 







 


Payroll Contract_Draft_Feb 2018  2 


HUR 5.2.7 – Job and Position Skills Matching 
 
HUR 5.2.8 – Multiple Assignment 
HUR 5.2.9 – Organisation Hierarchy 
HUR 5.2.11 – Salary Review 
HUR 5.2.12 – Statutory Adoption Pay 
HUR 5.2.13 – Statutory Maternity Pay 
HUR 5.2.14 – Statutory Paternity Adoption Pay 
HUR 5.2.15 – Statutory Paternity Birth Pay  
HUR 5.2.16 – Statutory Sick Pay 
HUR 5.2.17 – Terminations  
HUR 5.2.18 – Worker Organisation Movements 
HUR 5.2.19 – Worker Summary 


 


Discoverer reports: 
 


NHS Datetrack Changes & Highlights Analysis: 
HUR 5.3.1 – Employee Changes and Highlights 
HUR 5.3.2 – Assignment Changes and Highlights 
HUR 5.3.4 – Element Entry Changes and Highlights 
HUR 5.3.5 – Other Changes and Highlights  


 


HUR 5.3.6 – Employee Update 
HUR 5.3.7 – Employee Change Event Log - Employees 


 


NHS Labour Turnover and Stability 
HUR 5.3.8 – Staff List in Grade Details 
HUR 5.3.9 – LOS by Ethnic Origin 
HUR 5.3.10 – LOS by Gender 
HUR 5.3.11 – LOS by Disability 
HUR 5.3.12 – LOS by Age Band 
HUR 5.3.13 – Labour Turnover Rate 
HUR 5.3.14 – Stability Percentage 
 


Leavers Analysis 
HUR 5.3.15 – List of Leavers  
HUR 5.3.16 – By Ethnic Origin 
HUR 5.3.17 – By Gender  
HUR 5.3.18 – By Disability 
HUR 5.3.19 – By Age Band 
HUR 5.3.20 – By Leaving Reason  
HUR 5.3.21 – By Destination 
HUR 5.3.22 – By LOS 


 


NHS Missing Organisation, Position and Vacancy Data Analysis: 
HUR 5.3.23 – Missing Organisation Data  
HUR 5.3.24 – Missing Position Data 
HUR 5.3.25 – Missing Position Reference Data 
HUR 5.3.26 – Missing Vacancy Data 


 


NHS Missing Person and Assignment Data Analysis:  
HUR 5.3.27 – Missing Person Data 
HUR 5.3.28 – Missing Assignment and Contract Data  
HUR 5.3.29 – Missing Absence Data 
HUR 5.3.30 – Missing Workforce Movement Data  


 
NHS Organisation Profile Analysis: 
HUR 5.3.31 – Staff List by Organisation Summary 
HUR 5.3.32 – Staff List 
HUR 5.3.33 – Job Sharers Summary  
HUR 5.3.34 – Job Sharers 
HUR 5.3.35 – Retirements Due  
HUR 5.3.36 – Fixed Term Contract 
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NHS Organisation Profile Monitoring Analysis: 
HUR 5.3.37 – By Ethnic Origin  
 
HUR 5.3.38 – By Gender 
HUR 5.3.39 – By Disability  
HUR 5.3.40 – By Age Band 
HUR 5.3.41 – By LOS  
HUR 5.3.42 – By FT/PT 
HUR 5.3.43 – By ASG Category 


 


HUR 5.3.44 – Pension Changes and Highlights 
HUR 5.3.45 – Recalled Leavers By Reason Code  


 


NHS Starters Analysis 
HUR 5.3.46 – New Starters List 
HUR 5.3.47 – By Ethnic Origin 
HUR 5.3.48 – By Gender 
HUR 5.3.49 – By Disability 
HUR 5.3.50 – By Age Band 
HUR 5.3.51 – By Recruitment Source 
HUR 5.3.52 – By Main Staff Group 
HUR 5.3.53 – By Detail 
 


Study Leave Analysis: 
HUR 5.3.54 – Study Decreasing Leave 
HUR 5.3.55 – Study Increasing Leave 


 


HUR 5.3.56 – NHS Vacant Posts 
 


NHS Workforce Timeline Analysis: 
HUR 5.3.57 – Starters / Leavers by Organisation 
HUR 5.3.58 – Headcount by Organisation 
HUR 5.3.59 –Starters / Leavers by Staff Group 
HUR 5.3.60 – Headcount by Staff Group 
HUR 5.3.61 – Monthly Starter / Leavers By Organisation 
HUR 5.3.62 – Monthly Headcount by Organisation 
HUR 5.3.63 – Monthly Starter / Leavers By Staff Group 
HUR 5.3.64 – Monthly Headcount by Staff Group 


 


NHS Working Time Regulations: 
HUR 5.3.65 – Staff with Opt Out Arrangements 


 
6.6 Payroll 


 


 6I reports: 
 


PAY 6.1.1 – NHS BACS Report 
PAY 6.1.2 - NHS Cheque Report  
PAY 6.1.3 – NHS Detail Element 
PAY 6.1.4 - NHS Duplicate Bank Accounts 
PAY 6.1.5 – NHS Element Batch Details 
PAY 6.1.6 - NHS End of Year Process  
PAY 6.1.7 – NHS Retro Notifications (Monthly/Weekly) 
PAY 6.1.8 - NHS Impending Retro Payments 
PAY 6.1.9 – NHS Monthly Summary for Inland Revenue 
PAY 6.1.10 - NHS Post Increment   
PAY 6.1.11 – NHS Pre Increment 
PAY 6.1.12 - NHS Pre Payroll Exception 
PAY 6.1.13 – NHS Summary Element 
PAY 6.1.14 - NHS Tax Return – P46 Car  
PAY 6.1.15 – NHS Third Party Element Listing 
PAY 6.1.16 - NHS Union Deductions 
PAY 6.1.17 – NHS Year End P60 Type LE 
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PAY 6.1.18 – NHS Redundancy Statement 
PAY 6.1.19 – NHS Transferred Employee 


 


Oracle standard reports: 
 


PAY 6.2.1 – Advance Pay Listing 
PAY 6.2.2 – Assignments Unavailable for Processing 
PAY 6.2.3 – Element Result Listing 
PAY 6.2.4 – Employee Payroll Movements 
PAY 6.2.5 – Employee Run Results Summary 
PAY 6.2.6 – Gross to Net Summary 
PAY 6.2.7 – Invalid NI Numbers 
PAY 6.2.8 – Invalid Tax Codes 
PAY 6.2.9 – NI Car Detail 
PAY 6.2.10 – NI Class Validation 
PAY 6.2.11 – Open Sickness Absences 
PAY 6.2.12 – P11D Gaps and Overlaps 
PAY 6.2.13 – P45(3) and P46 Exception 
PAY 6.2.14 – Payments Summary 
PAY 6.2.15 – Payroll Message 
PAY 6.2.16 – SPP Adoption Elements 
PAY 6.2.17 – SPP Birth Elements 
PAY 6.2.18 – SSP Elements Results 
PAY 6.2.19 – Tax Payments Listing 
PAY 6.2.20 – Void Payments 
PAY 6.2.21 – Year End Reconciliation 


PAY 1.2.22 – Statutory Adoption Pay  
PAY 1.2.23 – Statutory Maternity Pay  
PAY 1.2.24 – Statutory Paternity Adoption Pay  
PAY 1.2.25 – Statutory Paternity Birth Pay  
PAY 1.2.26 – Statutory Sick Pay  


 


Discoverer reports: 
NHS Assignment Element Entry Analysis: 
PAY 6.3.1 – By Element 
PAY 6.3.2 – By Element Set 


 


PAY 6.3.3 – Batch Element Entry Messages 
 


NHS Travel and Subsistence Analysis 
PAY 6.3.4 – Claimant Details By Paid in Period 
PAY 6.3.5 – Claimant Details by Claim Date 
PAY 6.3.6 – Cumulative Cost / Financial Code by Payroll Period 
PAY 6.3.7 – Cumulative Cost / Financial Code by Claim Date 


PAY 6.3.8 – PAYE and NI Changes and Highlights 
 


 
6.7       Pensions 
 


6I reports: 
 


PEN 7.1.1 - NHS Annual Pension List  
PEN 7.1.2 – NHS Pensions Exceptions 
PEN 7.1.3 - NHS Pensionable Pay 
PEN 7.1.4 – NHS Pensions Monthly Summary 
PEN 7.1.5 - NHS Periodic Pension List 


 


Oracle standard reports: 
None 


 


Discoverer reports: 
NHS Pension Exceptions Analysis: 
PEN 7.3.1 – FTE Exception 
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PEN 7.3.2 – Capacity Code is Incompatible with Grade 
PEN 7.3.3 – Date of Birth not Verified 
PEN 7 3.4 – Chosen Age to be Reached in Next Weeks 
PEN 7.3.5 – Start / End Date for Pension Scheme Outside Permitted Range 
 
PEN 7.3.6 – NI Cat Shows Pensionable but Pension is not Active 


PEN 7 3.7 – NI Cat Shows Non-Pensionable but Pension element is Active 
 


6.8 Recruitment 


6I reports: 
 


None 
 


Oracle standard reports: 
REC 8.2.1 – Full Applicant Details 


 


Discoverer reports: 
NHS Recruitment Monitoring Analysis: 
REC 8.3.1 – By Ethnic Origin 
REC 8.3.2 – By Ethnic Origin (%) 
REC 8.3.3 – By Ethnic Origin (% Progress) 
REC 8.3.4 – By Gender  
REC 8 3.5 – By Gender (%) 
REC 8.3.6 – By Gender (% Progress) 
REC 8.3.7 – By Disability 
REC 8.3.8 – By Disability (%) 
REC 8 3.9 – By Disability (% Progress) 
REC 8.3.10 – By Age Band 
REC 8.3.11 – By Age Band (%) 
REC 8.3.12 – By Age Band (% Progress) 
REC 8.3.13 – By Activity  
REC 8.3.14 – By Activity (%)  
REC 8 3.15 – By Activity (% Progress) 


 


NHS Vacancy Analysis: 
REC 8.3.16 – Job Bulletin 
REC 8.3.17 – Vacancy Progress 
REC 8.3.18 – Applicants Against Vacancy 
REC 8 3.19 – Interview Schedules 
REC 8.3.20 – Recruitment Actions 


6.9 Security 


6I reports: 
 


SEC 9.1.1 – NHS Active Responsibilities 
SEC 9.1.2 – NHS Signon Audit Unsuccessful Logins 
SEC 9.1.3 – NHS Signon Audit Users 
SEC 9.1.4 – NH Users of a Responsibility 


6.10 Talent Management 


Discoverer Report: 
 


TAL10.3.1 – Reviews Overdue 
TAL10.3.2 – Reviews Pending 
TAL10.3.3 – Reviews Completed 
TAL10.3.4 – Review Summary 


6.11 Bank 


Discoverer Report: 
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BA12.3.1 – FTE Report  
BA11.3.2 – Requirement Reason 
BA11.3.3 – Requirement Status 
BA11.3.4 – Cancelled Requirements 
BA11.3.5 – Bank Staff Posts 


The following table summarises the number of reports produced for each organisational area from each 


of the 3 technical sources: 


Organisational Area    


 6I Oracle Standard Discoverer 


Absence Management 1 1 15 


Career Management 0 1 8 


Education & Training 0 0 11 


Finance 4 2 15 


Human Resources 5 18 64 


Payroll 19 26 8 


Pensions 5 0 7 


Recruitment 0 1 20 


Security 4 0 0 


Talent Management 0 0 4 


Bank Management 0  0 4 


Total 38 49 156 


 


Total - 243 


Appendix 6:  Disaster Recovery 


Disaster Recovery Procedure for the ESR System 


1.  Data input to the ESR system is Live. 


2. IBM maintain mirrored servers at an independent off-site location and at their 


secondary site 


IBM 


Globe House 


Warwick Technology Park 


Warwick 


CV34 6NZ 


3. In the event of system failure or other compromise the service is immediately switched to the 


mirrored servers 


 


Disaster Recovery Procedure for the Contractor Site 
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TBC 


The Contractor and the Client would need to negotiate whether the nature and duration of the 


emergency justified an additional charge to the Client. 
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NEL CSU WTE Costing Template 17 18 PLANNING.xlsx
Instructions



				HOW TO COMPLETE



				i		THIS TEMPLATE IS USED FOR LONG TERM COSTINGS FOR 2017/18 PLANNING BASED ON WTE's

				4		The costing & pricing is done on the "Costing-Pricing Template" tab of this sheet

				4		Only green highlighted areas can be edited and are to be completed; work your way across from left to right, making the relevant selections

				4		All green highlighted fields in a row are mandatory to obtain the cost and price, unless specified otherwise in the instructions below



				Staff Costs:

				4		Select the Salary band of the role 

				4		Select the Salary Weighting: Inner or Outer London, Fringe or Normal

				4		Select the Business Sector

				4		The Directorate Overhead will calculate automatically

				4		Select the Whole Time Equivalent (WTE) of the post

				4		Select the Location of the person, or if the location is not know, select the "LOCATION UNKNOWN" option (For Information Only, does not impact costing)

				4		Indirect Non-Pay costs will populate automatically

				4		The Duration of the project is set at 12 months, but you can manually override this

				4		The Margin is set at 5% minimum, but you can manually override this. However, a margin lower than 5% is not allowed

				4		Should you wish to give a discount, please select from the "Discount" column

				Co-dependancies: (Reliance on other departments for completion of this contract)

				4		Complete this section as per above

				Transition Costs:

				4		Any one-off start up costs, or non-recurrent costs to facilitate initialising the project

				4		Enter the details of these costs, i.e. specific training costs, mobile phones, external contractors, or any equipment required for the transition period

				4		In the "Qty" column, enter the quantity of the items required

				4		In the "Cost" column, enter the cost of one of the items, the total cost will automatically calculate

				4		The Margin is set at 5%, but you can manually override this

				Other Non-pay Costs:

				4		Enter the details of these costs, i.e. train tickets budgeted for, specific training costs, mobile phones, or any further IT equipment required

				4		In the "Qty" column, enter the quantity of the items required

				4		In the "Cost" column, enter the cost of one of the items, the total cost will automatically calculate

				4		The Handling fee on other non-pay items is set at 22% 

				Summary:

				4		In the Summary box at the bottom of the sheet, the final price, total cost & margin will automatically populate

						This way you can easily keep track of the margin made on the project



				SIGN-OFF TAB

				4		This tab  summarises the project costs & price for easy review and sign-off by authorised manager

				4		Only enter the "Project Name" and "Tardis Number" (if known) at the top of the sheet



				PRINCIPLES

				4		Salary calculations are set at midpoint + 1, 2017/18 AFC

				4		The Directorate Overhead is set at 5%

				4		Indirect Non-Pay costs are driven by the WTE selected

				4		Central Overheads is set at 12% of total Staff Cost

				4		Duration of project is set at 12 months, but limited to a maximum of 2 years

				4		Minimum margin is set at 5%

				4		The Handling fee on other non-pay items is set at 22% (12% overheads + 5% directorate overheads + 5% margin)

				4		Should any further lines be required, please contact NEL CSU Corporate Finance Team







Costing-Pricing Template



				Staff Costs:

				Direct Staff Costs												Indirect Non-Pay Costs								Central Overheads														Discount

				Salary band              (Midpoint +1)		London Weighting		Business Sector		WTE		Annual Salary Cost		Directorate Overhead		Buildings: Location		Buildings: Cost		IT Support & Hardware		Stationery		12%		Total Annual Cost		Duration of Project (months)		TOTAL COST		Margin %  (Min 5%)		Price
(£)				% Discount		Discount value		Price Offered
(£)

												- 0		- 0				- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		- 0						- 0		- 0

												- 0		- 0				- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		- 0						- 0		- 0

												- 0		- 0				- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		- 0						- 0		- 0

												- 0		- 0				- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		- 0						- 0		- 0

												- 0		- 0				- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		- 0						- 0		- 0

												- 0		- 0				- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		- 0						- 0		- 0

												- 0		- 0				- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		- 0						- 0		- 0

												- 0		- 0				- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		- 0						- 0		- 0

												- 0		- 0				- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		- 0						- 0		- 0

												- 0		- 0				- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		- 0						- 0		- 0

				TOTAL STAFF COSTS								- 0		- 0				- 0		- 0		- 0				- 0				- 0				- 0						- 0		- 0

				Co-dependancies - Staff Costs:

				Salary band              (Midpoint +1)		London Weighting		Business Sector		WTE		Annual Salary Cost		Directorate Overhead		Buildings: Location		Buildings: Cost		IT Support & Hardware		Stationery		12%		Total Annual Cost		Duration of Project (months)		TOTAL COST		Margin %  (Min 5%)		Price
(£)				% Discount		Discount value		Price Offered
(£)

												- 0		- 0				- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		- 0						- 0		- 0

												- 0		- 0				- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		- 0						- 0		- 0

												- 0		- 0				- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		- 0						- 0		- 0

				TOTAL CO-DEPENDANT COSTS								- 0		- 0				- 0		- 0		- 0				- 0				- 0				- 0						- 0		- 0

				Transition Costs:

				Description								Qty 		Cost																TOTAL COST		Margin %  (Min 5%)		Price
(£)				% Discount		Discount value		Price Offered
(£)

																														- 0		0%		- 0						- 0		- 0

																														- 0		0%		- 0						- 0		- 0

																														- 0		0%		- 0						- 0		- 0

				TOTAL TRANSITION COSTS																										- 0				- 0						- 0		- 0

				Other Non-Pay Costs:

				Item / Description								Qty 		Cost																TOTAL COST		Handling Fee (22%)		Price
(£)				% Discount		Discount value		Price Offered
(£)

																														- 0		0%		- 0						- 0		- 0

																														- 0		0%		- 0						- 0		- 0

																														- 0		0%		- 0						- 0		- 0

				TOTAL OTHER COSTS																										- 0				- 0						- 0		- 0

				TOTALS																						COST				£0		PRICE		£0				DISCOUNDED PRICE				£0

				SUMMARY:																		Authorisation levels: Who to sign off this Income										Check: Notes & Warnings



				Total Price / Income														0				0										Staff Costs:						0

				Total Cost / Expenditure														0														Co-dependancies:						0

				Margin (£)														0														Transition Costs:						0

				Margin (%)														0.00%				FALSE										Other Non-Pay Costs:						0















Sign-off Sheet



				WTE COSTING/PRICING SUMMARY



				Business Sector:		0

				Tardis Number:

				Project Name:

				Salary Band		WTE		Staff Costs (£)		Non-Pay Costs (£)		Central Overhead Costs (£)		Total Cost (£)		Price Offered (£)		Discount (£)

				-		-		-		-		-		-		-		-

				-		-		-		-		-		-		-		-

				-		-		-		-		-		-		-		-

				-		-		-		-		-		-		-		-

				-		-		-		-		-		-		-		-

				-		-		-		-		-		-		-		-

				-		-		-		-		-		-		-		-

				-		-		-		-		-		-		-		-

				-		-		-		-		-		-		-		-

				-		-		-		-		-		-		-		-

				Co-dependancies

				-		-		-		-		-		-		-		-

				-		-		-		-		-		-		-		-

				-		-		-		-		-		-		-		-

				Transition Costs

				-		-						-		-		-		-

				-		-						-		-		-		-

				-		-						-		-		-		-

				Other Non-pay Costs

				-		-						-		-		-		-

				-		-						-		-		-		-

				-		-						-		-		-		-

				Totals				-		-		-		-		-		-

				Total Margin (£)												£0

				Total Margin (%)												0.00%

				Authorisation required:

				0

				FALSE



				Name: 						Signature:		Service Lead / Executive Director 				Date:



				Name: 						Signature:		Director of Finance				Date:



				Name: 						Signature:		Managing Director				Date:





Salary costs

		Salary Costs 2017/18

		Salary point used are those equal to 1 band above the median point



				LOOKUP TABLES USED

				Inner London Base

				Band type		1		2		3		4		5		6		7		8a		8b		8c		8d		9

				Median + 1 + On-Costs		24,091		25,735		28,109		32,234		39,321		47,131		55,007		66,820		78,962		92,385		107,817		128,639

				Inflation 1% + Grade drift 1.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%

				Other %		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%

				Total		24,717		26,404		28,840		33,072		40,343		48,356		56,437		68,557		81,015		94,787		110,620		131,984













				Outer London Base

				Band type		1		2		3		4		5		6		7		8a		8b		8c		8d		9

				Median + 1 + On-Costs		23,271		24,916		27,290		31,183		37,636		44,833		52,544		64,358		76,500		89,923		105,356		126,177

				Inflation 1% + Grade drift 1.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%

				Other %		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%

				Total		23,876		25,564		28,000		31,994		38,615		45,999		53,910		66,031		78,489		92,261		108,095		129,458













				Fringe Base 

				Band type		1		2		3		4		5		6		7		8a		8b		8c		8d		9

				Median + 1 + On-Costs		19,996		21,640		24,014		28,066		34,268		41,102		48,935		60,748		72,890		86,313		101,746		122,567

				Inflation 1% + Grade drift 1.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%

				Other %		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%

				Total		20,516		22,203		24,638		28,796		35,159		42,171		50,207		62,327		74,785		88,557		104,391		125,754













				Normal Base

				Band type		1		2		3		4		5		6		7		8a		8b		8c		8d		9

				Median + 1 + On-Costs		18,764		20,410		22,783		26,676		32,582		39,090		46,802		58,615		70,757		84,180		99,612		120,434

				Inflation 1% + Grade drift 1.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%		2.6%

				Other %		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%		0.0%

				Total		19,252		20,941		23,375		27,370		33,429		40,106		48,019		60,139		72,597		86,369		102,202		123,565





















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Lookups

		Pay Base				Pay Band				Location		Buildings Cost 				IT Support				Stationery				WTE				Margin		Discount		Handling fee				Duration of Project				Directorate		Directorate Overhead %

		Inner				9				LOCATION UNKNOWN		3,464				2,015				248				1				5%		0%		6%				24				SE CSU		5%		As per HT 02/06/2016

		Outer				8d				SE CSU						Basic								0.9				6%		1%		7%				23				Analytics		5%

		Fringe				8c				Clifton House						1600								0.8				7%		2%		8%				22				Anglia POD		5%

		Normal				8b				Becketts House						Additional								0.7				8%		3%		9%				21				BDT		5%

						8a				Alderney Building 						415								0.6				9%		4%		10%				20				BHR POD		5%

						7				Westgate House														0.5				10%		5%		11%				19				Clinical Services		5%

						6				River Park House														0.4				11%		6%		12%				18				Contracting		5%

						5				Holbrook House														0.3				12%		7%		13%				17				COO		5%

						4				Lakeside 400														0.2				13%		8%		14%				16				Essex POD		5%

						3				Beccles HQ 														0.1				14%		9%		15%				15				Finance		5%

						2				Kings Court, Kings Lynn																		15%		10%		16%				14				ICT		5%

						1				St Clement's Surgery																		16%		11%		17%				13				Joint Executive		5%

										Dereham Hospital																		17%		12%		18%				12				NCL POD		5%

										Pheonix Court (Main)																		18%		13%		19%				11				NEL HC		5%

										Pheonix Court (Unit 6)																		19%		14%		20%				10				Performance		5%

																												20%		15%		21%				9				WELC POD		5%

																												21%		16%		22%				8

																												22%		17%		23%				7

																												23%		18%		24%				6

																												24%		19%		25%

																												25%		20%		26%

																												26%		21%		27%

																												27%		22%		28%

																												28%		23%		29%

																												29%		24%		30%

																												30%		25%		31%

																												31%		26%		32%

																												32%		27%		33%

																												33%		28%		34%

																												34%		29%		35%

																												35%		30%

																												36%		31%

										Location / Estates																		37%		32%

										Buildings = 16.17 Budget		4,058,750				(as at 01/06/2016)												38%		33%

										  Inflation of 4.2% for 17.18		4,229,218																39%		34%

										WTE's as per 16.17 Budget		1,220.76				(as at 01/06/2016)												40%		35%

										Average cost per person:		3,464																41%

																												42%

																												43%

										Printing & Stationery																		44%

										As per 16.17 Budget		296,949				(as at 01/06/2016)												45%

										  Inflation of 2% for 17.18		302,888																46%

										Average cost per person:		248																47%

																												48%

																												49%

																												50%

																												46%

																												47%

																												48%

																												49%

																												50%
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