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1. Introduction

The Professional Judgement (PJ) tool is part of the national triangulation process for nursing and
midwifery workload planning. Although the PJ tool can be used on its own, it is not designed to
be a standalone tool, and should be used in conjunction with other tools, i.e. if the
ward/community team (roster) is doing a run of the relevant specialty specific staffing level tool,
the PJ tool should be completed together with it.

The PJ Tool is based on users’ professional opinion on how many staff, registered and
unregistered, are needed to carry out the workload required in a defined time, normally over a
period of two consecutive weeks. The PJ tool always starts on a Monday.

The PJ Tool is set up to allow nurses and midwives to record information about the number of
staff required in order to undertake the workload activities at a particular point in time. These time
periods are broken down into 4 hourly blocks. It is important that where a block incorporates a
handover period that requires an increased staffing presence these are accounted for. Further
consideration should be given to staffing requirements associated with other aspects of workload
e.g. training, breaks and meetings. To assist with the recording of partial hours within a 4-hour
block e.g. handover periods, please refer to the table below.

Number of staff Portion of 4-hour time block and head count
required
30 min (1/8) 1 hour (1/4) | 2 hours 3 hours (3/4)
(1/2)

1 0.12 0.25 0.50 0.75

2 0.25 0.50 1.00 1.50

3 0.37 0.75 1.50 2.25

4 0.50 1.00 2.00 3.00

5 0.62 1.25 2.50 3.75

6 0.75 1.50 3.00 450

7 0.87 1.75 3.50 5.25

8 1.00 2.00 4.00 6.00

9 1.12 2.25 4.50 6.75
10 1.25 2.50 5.00 7.50

Each relevant block should be completed to reflect the number of registered and non-registered
staff required to undertake the workload in the specific operational area.

The PJ tool allows the user to record a brief explanation or justification for recorded staff
requirements, for example if the number recorded differs from the usual staffing level.
There is a data capture template available to aid data collection before upload to SSTS

(Appendix B)

This information is collated, with a standard predicted absence allowance (PAA) of 22.5% for
nursing and midwifery staff and 25% for medical staff where applicable.

This information is then available in a report that can be used by the practitioner and managers to
plan the allocation of resources to effectively meet the service or health board’s priorities and to
identify any risks that may exist in the service. It is important to remember the report is only one
element of the Common Staffing Method mandated by the Health and Care (Staffing)
(Scotland) Act 2019 (Appendix A).
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The report should be considered in conjunction with:

* Funded establishment
* The findings from the Specialty Specific Tool
+ Quality indicators and local context

This document will provide detailed information, from how to log in, to how to finalise and submit
data. It will not provide information about the methodologies used to develop the tool or how best
to use the reports obtained from the tool. That information can be accessed via the learning
resources available on the Healthcare Staffing Programme webpages:

Healthcare Staffing Programme (healthcareimprovementscotland.org)

Background information on Staffing Level Tools can be found in Appendix A
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2. Loggingin

2.1 Accessing the tools

To gain access to the PJ tool you will require access to the local SSTS platform. Please
speak to your Workforce Lead and/or line manager about local processes to obtain this.
Some staff may already have a SSTS access but will require additional permissions to
access the staffing level tools.

Once the local SSTS manager has confirmed that your additional permissions are in place,
you should use the link they provide to go to the login page.

SSTS and the staffing level tools can only be accessed on a board approved
computer network or portable network

Enter your username and password as they were provided to you and select ‘Login’:

Shared Authentication for eExpenses, N H s

ePayroll, SSTS and Workforce.
SCOTLAND

Please enter a valid Username and Password

Username:
Password:

D

NOTICE TO USERS

This computer system is the property of NHSScotland. 1t is for
authorised use only. Unauthorised or improper use of this system
may result in disciplinary action.

© Crown Copyright 2003

Server NHLVWSSTSUWBO01

@ Passwords are case sensitive, and you will be prompted to change your password
the first time you log in
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Click “Confirm” to proceed:

You last signed on at 10:43 AM on 02 October 2018.

There have been 0 failed login attempts since your last successful
login.

If these details are incorrect, please log out and contact your
local administrator.

 conim Y Logou |

And then select “SSTS”:

Shared Authentication for eExpenses, ePayroll, N H S
SSTS and Workforce. Ny e’

SCOTLAND

Select an application:

o ePayroll

2.2 Changing Working Location

Once you have logged in to the tool you will be presented with the following screen:

Welcome : Armanda

Rostering Employees S5PS Transfe

Check the Current Location at the top of the screen. It is unlikely that you will need to
change Working Location. However, if Working Location is incorrect, and you have the
necessary permissions, select ‘My Account’ and then ‘Change Working Location’:
See below:

If you do not have the appropriate permissions, please reach out to your local workforce lead or
SSTS team.
A

3 jotcome : Am - " 3
H S Welcome Amanda Cument Location: Workioad Tocls Teating Site - Workioed
Rostering SSPS Transfers

Configuratior

)
N

20240306 HSP Professional Judgement Staffing Level Tool User Guide V 7.0



Professional Judgement Staffing Level Tool - User Guide

A screen will then appear containing the ward and clinical areas you have access to,

The ward/area can be searched for by roster location, staff bank, local area, or employer.
To choose a ward/area of interest, select it from the available list and then click ‘Select’:

Ve Tuire il LoGalien Wl Werkleid Tosd Tedl el Holal Fierd
il Ll e

| Pyl Roser Lecstions Siaff Banks ) Local Arsas 1 Errpioymrs

Plasmn antw all o psrs of 5 Bosar Looston
” Swanch Locabarrs S ELE L

Viorkbowd Tools Tesbog Sils - HES npul Tesl -
Viorkload Tooin Teating Sis - Wardosd Tools Text Ante Matsl s
Wiorklkeod Tools Tesdng Site - Wordood Toods Testbeca 1

Vinrk lnad Toede Teniing Sie - Worklcesd Trols: Teed Arsa 2

Vi b b Trde Toeivag Sl - Wh0iRI oo Tosse Tl Budd 18 R
Winrkknad Toode Tasfing Srs - Warkdood Toode Tees CMH

Viorkkoed Tools Tesbng Sils - Worklosd Toots lse! Malernly Clee
Viorkload Tocin Teating SHe - Warklced Tools Test Matsrnibty Community
Wik Tols Teatng Sits - Worklood Toods Te st Malermity S it cd
Wirek lnad Tnole Taating Site - Workicesd Teole Taet Rbaesd Vinerd

Viw b e Tonsls Tam ey Sl - Worklosd Tooie Twwl Fosd Malel Wb
Wnrk ks Tonde Teefing Site - Workoond Toode Tees Triagalfee W

The location will then update on the toolbar:

N HS NN - Weicome : Amanda  Turrent Location: Workdoad Tooks Tesling Site - Workload Tools Test Ante Nalal Ward  ©uild 33.99.2339.21 Q)

Rostering v et SSPS Transfers Staff Bank  Abse Lornguraucs  Stamng Level Tools My Account  Application

Home
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3. Creating/Editing Entries in Tool

3.1 Opening the tool

To open the Professional Judgement Tool select ‘Workload Tools’ and then ‘Professional
Judgement’:

Welkome Amands Correst Location Workiosd Tools Tesing 580 - Woriosd Tools Test Avea 1 Bul 339 2051 77

SSPS Transfers af Configeration Staffing Level Tools My A
Adut Inpatient Too! Version

Commenity Chidren’s & Children's Specialist Nurse Tool Version 2
Clirica! Nurse Specialist Tool Version 2 (for aduits)

unt  Agplcation

Comme,
Emerpency Care Provision Tool Version 3

Matemnity Version 2

Mertal Heakh and Learning Disablity Tool Version 2
Neonatal Tool Ver 2

¢ Nurse Tool Version 2

L 0 Paedatric Sett

A screen like the one below will then appear:

NHS ‘Welcoms Amanda Newstart Current Location : Workload Tools Test Area 1 Buil

N Professional Judgement Staffing Level Tool Version 2

Professional Judgement Tool user guide and FAQs

Filter
From|26/01/2023 | To [26/01/2024 ] (/]
Period Start Staffing Level Tool Status
23/01/2024 CCsN Awaiting Sign-ff 1 Edit Delete
01/01/2024 CNs In Progress Edit Delete
01/01/2024 Mental Health In Progress Edit Delete
02/10/2023 Adult Inpatient In Progress Edit Delete
04/09/2023 Professional Judgement Tool Only Awaiting Sign-Off 1 Edit Delete
04/09/2023 Adult Inpatient Awaiting Sign-Off 1 Edit Delete
26/06/2023 CCsN Awaiting Sign-Off 1 Edit Delete
05/06/2023 Community Nursing In Progress Edit Delete
05/06/2023 Neonatal Awaiting Sign-Off 1 Edit Delete
30/05/2023 Maternity In Progress Edit Delete
15/05/2023 Adult Inpatient In Progress Edit Delete
15/05/2023 Community Nursing In Progress Edit Delete
01/05/2023 CCSN Awaiting Sign-Off 1 Edit Delete
03/04/2023 CCsN Awaiting Sign-Off 1 Edit Delete
Showing 1 to 14 of 14 entries Previous \I| Next

Exit
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3.2 User Roles

There are two types of user role for the Professional Judgement tool:

« Editor permissions allow users to create, enter, edit/delete records, including skill mix and to
view tool results

*Data Entry permissions allow users to create records and enter data on the Week 1 and Week 2
tabs, but not to enter Skill Mix, view results or delete records.

3.3 Entering Data

After opening the Professional Judgement tool, a screen similar to the below will appear:

tion - Workload Tools Test Area 1 Build 33.1.2353.17

Brofessional Judgement Tool user guide an

Fitle

From [26/01/2023 | To[26701/2024 | [7]
period start staffing Level Tool Status

23/01/2024 cesN Awaiting Sign-Gff 1 Edit Delete
01/01/2024 NS In Progress Edit Delete
01/01/2024 Mental Health In Progress Edit Delete
02/10/2023 Adult Inpatient In Progress Edit Delete
04/09/2023 Professional judgement Tool Only Awaiting Sign-Off 1 Edit Delete
04/09/2023 Adult Inpatient Awaiting Sign-Off 1 Edit Delete
26/06/2023 cesN Awaiting Sign-Off 1 Edit Delete
05/06/2023 Community Nursing In Progress Edit Delete
05/06/2023 Neonatal Awaiting Sign-Gff 1 Edit Delete
30/05/2023 Maternity In Progress Edit Delete
15/05/2023 Adult Inpatient In Progress Edit Delete
15/05/2023 Community Nursing In Progress Edit Delete
01/05/2023 cesn Awaiting Sign-Off 1 Edit Delete
03/04/2023 cesn Awaiting Sign-Off 1 Edit Delete

Showing 1to 14 of 14 entries Previous | 1 | Next
Exit

@ Any data entered into the tool before the evening of the January 2023 will not be
visible on this screen. Instead, it can be viewed in BOXI reports (see section 4)

@ To navigate through the tool, please use the buttons at the bottom of the page
(e.g. Save & Proceed, Previous). Clicking directly between tabs may result in
entered data being lost.

The Status column shows records which have been completed or are still In Progress.

Editor users will have the option to Edit or Delete records.
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Data entry users will only be able to delete records.

More information on editing and deleting records can be found in the next 2 sections (3.4 and
3.5)

If you wish to create a new record, click on the ‘Add Record’ tab. You will see the following
screen:

NHS S S TS Welcome : Miss Amanda Newstart Cumrent Location : Workload Tools Test Area 1 Build 33.1.2353.17
N’

Professional Judgement Staffing Level Tool Version 2

Professional Judgement Tool user guide and FAQS

Select Re¢frd Add Record

Start Date

January 2024
Mo Tu We Th Fr Sa Su

1 2 3| 4 5| 6| 7
8| 9| 10| 11| 12| 13| 14
15| 16| 17| 18 19| 20| 21
22| 23| 24|| 25| 26

Staffing Level Tool Please Select hd o

Comments (7 )

Y
Save & Proceed

Select the date you wish your two-week data collection to begin. This cannot be a date in the
future:

January 2024
Mo Tu We Th Fr Sa 5u

1 2 3 4 5 & 7

'Eil 10 11 12 13| 14

15| 16| 17| 18| 19| 20| 21
22| 23| 24| 25 26
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Then, select the Staffing Level Tool which you are running in conjunction with the
Professional Judgement Tool:

NHS \\\x*; ~  Welcome  Mas Amands Newstat Cument Location - Workioad Tooks Sest Aves § Buld 1) 12080 17

CRESONAl Judgerman! S2uMng Level Tosl Verson 2

o Jnuary 2024
Mo Tu We Th fr Sa Sw

‘

< SLMmng Level Tool > Mease Select ~ 0

Comments | £ T10005 DUNCS woussums—————— o

e e

If you choose Professional Judgement Tool Only, a text box appears asking you to specify
the service area. This should only be used where no specialty specific staffing level tool is
available:

Staffing Level Tool Professional Judgement Tool Only v 0

Please specify Service Area

.ﬂ A
4
Save & Proceed P1 2vious

This must be completed before clicking ‘Save & Proceed’.

@ For specific guidance on completing the Professional Judgement Tool for the
Emergency care provision Staffing Level Tool go to section 3.6

If you wish to record a comment, insert this in the Comments box (as seen above).
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The comments box should be used to provide explanation and justification of staff
@ requirements. Please see the FAQ section for more details on how the comments
box should be used.

The Professional Judgement Tool and workload information should be used
@ together to explain staffing needs for the actual workload carried out during the
designated period.

Once the comments have been updated, click on ‘Save & Proceed’ and you will see the
following screen:

NHS S ST S MWelcome:Miss Amanda Newstart Current Location - Workload Tools Test Area 1 Buld 33.1.2353.17
———

Professional Judgement Staffing Level Tool Version 2
Professional jJudgement Tool user quide and FAQs

Select Record Add Record m Skill Mix 1 Week 2 Skill Mix 2 Results Sign Off

staffing Level Tool.
Start Date:
Date C

End Date: 14/01/2024

d: Created By. Amanda Newstart
ate Completed: Completed By:
nnnnn t

D:
G

Activate All Time Block Nursing Mon Tue Wed Thu Fri sat sun
- Categories

Activate 08:00 t0 12:00 Registered

Activate 12:00 10 16:00 Registered

@ At the top of the screen, there is information about the record, Start Date & End
Date.

Start and end date refer to the start and end of the period of the Professional
Judgement Tool run.

Date created and created by, refer to when the record was started.

Date completed and completed by, refer to when the tool was completed and
saved (after input of the second weeks skill mix).
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The Professional Judgement tool is developed in 4 hourly time blocks. To enter data for a
time block, click the checkbox below Activate. This will allow data to be entered into the
Registered and Unregistered rows for that time block:

Activate 08.00 to Registered
v 12.00
Unregistered

To activate all 6-time blocks, click the Activate All checkbox at the top of the page:

N H S S S T S Welcome : Miss Amanda Newstart Current Location : Workload Tqg

Professional Judgement Staffing Level Tool Version 2

Professional Judgement Tool user guide and FAQS

Select Record Add Record m Skill Mix 1 Week 2 skill M

staffing Level Tool: Adult Inpatient
Start Date: 01/01/2024
Date Created: 26/01/2024
Date Completed:

Comment:

Time Block Mursing Mon

Categories 0

e Unchecking an Activate box will deactivate this block.
@ e Unchecking the Activate All box will remove data from all the completed
boxes, rendering them de-active.
e When you deselect the Activate All option you will receive a warning
message, this is not the case when you untick a single time block.

Confirm

Are you sure you want to deselect all boxes? all entered data

will be deleted

If you select Clear Data at the end of the row this will clear all the data in
that row

@ Pressing the Return key at any point will save the data and move you onto the
next screen.
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Activate the blocks required and add the number of staff required (Registered &
Unregistered) against each block.

Staff numbers must be lower than 100 and have no more than two decimal places.

If not, there will be a red asterix next to the relevant box: and you will not be able to save the
record.

@ You cannot leave any boxes, within an activated time block, blank. If staff were not
needed in this time block, please enter O.

@ You can update Comments on the Week 1, Skill Mix 1, Week 2 and Skill mix 2
screens.

Any updates will be saved when you click “Save & Proceed”.

Once data entry is complete, click ‘Save & Proceed'. If you have Editor Permissions, you will
then be taken to the Skill Mix tab:

The Night WTE Req’d column will be displayed even if only daytime blocks have
been activated. If no night activity this can be left as 0.

NHS SSTS Welcome : Miss Amanda Newstart Current Location - Workload Tools Test Area 1 Build 33.1.2353 17
N,

Professional Judgement Stafiing Level Tool Version 2

Professional Judgement Tool user quide and FAQs

Select Record Add Record Week 1 m Week 2 skill Mix 2 Results Sign Off

Staffing Level Tool: Adult Inpatient

Start Date: 04/09/2023 End Date: 17/09/2023
Date Created: 13/09/2023 Created By: Myley Walker
Date Completed: 13/09/2023 Completed By: Myley Walker
Commet No catering staff. 2:1 stdent 10 registered staff
Category Staff Band Day WTE Req'd 0 Night WTE Req'd 0 Totals
Band 7 1.00
ane 1.00 0.00
Registerad Band 6 3 000 3N
Band 5 500 000 6.00
Total 10.31 0.00 10.31
Band 4 4.00
o 4.00 0.00
) rer 3 0
Unregistered Band 3 100 000 1.00
Band 2 159 500 1.59
Total 6.59 0.00 6.59
Save & Proceed m

If you have not completed Week 1 data input at this point, you should select ‘Previous’
(bottom left of the page — see above).
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Once you have completed Week 1 data, you are then required to allocate staff to the relevant
Agenda for Change Bands, ensuring that these add up to the total WTE calculated by the
tool. The allocation of staff should be undertaken using your professional judgement and not
directly aligned to current funding or skill mix.

@ If you amend the data on the week 1 screen, any data entered into the Skill mix 1
tab will be cleared.

Click on ‘Save & Proceed’ to save the data.

@ If you have Data Entry permission only, you will be taken straight from the Week 1
to Week 2 screen. You cannot view or enter Skill Mix.

You will then be taken to the Week 2 screen:

e o s
ement Staffing Level Tool Version
Professional Judgement Tool user e and FAQS
Select Record | Add Record | Week1 | Skill Mix 1 m ski Mix2  Results | Sign OFf

Staffing Level Tool Adult Inp2

Start Date: 01/01/2024 End Date: 14/01/2024
Date Created: 26/01/2024 Created By Amanda Newstart
Date Completed Completed By:

Activate All Time Block Nursing Mon Tue wed Thu Fri sat sun

Activate 08:00 to 12:00 Registered

Unregistered

Follow the same process as for Week 1 and Skill Mix 1.

A ‘Clone Week 1’ option is available if the staffing requirements for Week 2 exactly match
those of Week 1.

To use this option, click on the ‘Clone Week 1’ button:

Clone Week 1
g™

Once completed, click ‘Save & Proceed’.

If you have Data Entry permissions, you will receive a message confirming that the data has
been saved.

If you have Editor Permissions, you will then be required to complete Skill Mix 2.

20240306 HSP Professional Judgement Staffing Level Tool User Guide V 7.0



Professional Judgement Staffing Level Tool - User Guide

A Clone Skill Mix 1 option is also available on the Skill Mix 2 tab (again only if the staffing
requirements exactly match those of week 1)

NHS S s TS ‘Welcome - Miss Amanda Newstart Current Location - Workioad Tools Test Area 1 Build 33 1. 2353 17
A

Professional Judgement Staffing Level Tool Version 2

Professional Judgement Tool user guide and FAQs
Select Record Add Record Week 1 skill Mix 1 Week 2 Results Sign Off
staffing Level Tool: Adult Inpatient

Start Date: 04/08/2023 End Date: 17/09/2023
Date Created: 13/09/2023 Created By: Myley Walker
Date Completed: 13/09/2023 Completed By: Myley Walker
Comment:

No catering staff. 2:1 student to registered staff

Category Staff Band Day WTE Rea'd @@ Night WTE Rea'd (@) Totals
Band 7 oo 000 1.00

Registerad Band 6 5.03 .00 5.03
Band 5 5.00 0.00 5.00

Total 11.03 0.00 11.03
Band 4 s19 0.00 419

Unregistered Band 3 Soo 000 3.00
Band 2 0.00 0.00 0.00

Total 719 0.00 719

Save & Proceed m Clone skill Mix 1

@ Active blocks in weeks 1 and 2 must match before skill mix can be cloned.

@ The cloning function should only be used where there is minimal, or no, variation
on workload between the two weeks.

Once complete click on ‘Save & Proceed’:

‘ Save & Proceed

The Results tab will then appear:
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NHS SSTS Welcome: Miss Amanda Newstart Current Location - Workdoad Tools Test Area 1 Bulld 33.1.2353.17

N e Professional Judgement Staffing Level Tool Version 2
Professional Judgement Tool user guide and FAQs
Select Record Add Record Week 1 Skill Mix 1 Week 2 skill Mix 2@ Sign Off
Staffing Level Tool: Adult Inpatient
Start Date: 04/09/2023 End Date: 17/09/2023
Date Created: 13/09/2023 Created By: Myley Walker
Date Completed: 13/09/2023 Completed By: Myley Walker
Comment: Mo catering staff. 2:1 student to registered staff
staff Band Week 1 WTE Week 2 WTE  Average WTE
Band 7 1.00 1.00 1.00
Band 6 N 5.03 417
Band 5 6.00 5.00 5.50
Band 4 4.00 419 4.10
Band 3 1.00 3.00 2.00
Band 2 1.59 0.00 0.80
Totals 16.90 18.22 17.56
Nursing Category Week 1 WTE Week 2 WTE  Average WTE Skill Mix Ratio
Registered 10.31 11.03 10.67 60.76%
Unregistered 6.59 7.19 6.89 39.24%
Totals 16.90 18.22 17.56 100.00%

You can amend the Comments box in this screen if required - click ‘Update’ to cascade any
change to the previous screens.

If you wish to print a copy, click on the ‘Print’ button. Click ‘Exit’ to return to the Select
Record screen.

@ The Results tab is only available to those with Editor Permissions.

3.4 Editing Data

If you wish to select an existing record, the record can be searched for using the filter option
on the Select Record screen:
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NHS SSTS Welcome  Miss Amanda Newsiart Current Locaton - Workdoad Toas Test Area 1 Buld 331235317
Profes

Nt

Professional jJudgement Tool user guide and FAQS

Fitter
From|[26/01/2023 | To [25/01/2024 W ooy Fier IR

ssional Judgement Staffing Level Tool Version 2

Period Start Staffing Level Tool Status
01/01/2024 Adult Inpatient In Progress Edit Delete
01/01/2024 CNS In Progress Edit Delete
01/01/2024 Mental Health In Progress Edit Delete
02/10/2023 Adult Inpatient In Progress Edit Delete
04/09/2023 Professional Judgement Tool Only Awaiting Sign-Off 1 Edit Delete
04/09/2023 Adult Inpatient Awaiting Sign-Off 1 Edit Delete
26/06/2023 CCSN Awaiting Sign-Off 1 Edit Delete
05/06/2023 Community Nursing In Progress Edit Delete
@ The filter can be applied for up to a one-year period.
You can also click on the table headings to sort the data.
H (1 H N
Once the record has been found, click ‘Edit’:
Period Start Staffing Level Tool Status
01/01/2024 Adult Inpatient In Progress o Delete
01/01/2024 CNS In Progress Edit Delete

This can either be a completed record or the record you are currently working on.

@ If you click “Edit” on a complete record, this will change to “In Progress”. You will
need to click “Save & Proceed” on the skill mix 2 tab to mark this record as
“Complete”.

You will need to select the start date every time you wish to add data to the current data set.
You can review the data by clicking on the tabs at the top of the screen:

N H S S S -r S Weicome : Mrs Trinny Trimble Current Location | Workioad Tools Test Area 1 Build 23.0.1842.26

Professional Judgement

Click for manual/quidance

Select Record Add Re(m@l Skill Mix 1 Week 2 Skill Mix 2
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3.5 Deleting Data

@ ONLY users with Editor Permissions can delete records.

To delete an entry select the entry of interest on the Summary screen and then ‘Delete’:

Period Start Workload Tool Status
30/09/2019 Adult Inpatient Completed Edit
30/09/2019 CCSN In Progress Edit Delete

You will be asked to confirm that you wish to delete the record.

Warning

Delete the selected Date and Staffing Level Tool?

Do you wish to Deleta?

3.6 Professional Judgement for the Emergency Care Provision
Staffing Level Tool

If Emergency Care Provision tool (EDEM in drop down box) is selected as the staffing level
tool on the Add Record screen, additional tabs to enter medical staff data appear:

NHS S S TS Welcome : Miss Amanda Newstart Current Locafion : Workload Tools Test Area 1 Build 33.1.2353.17
N, s’

Professional Judgement Staffing Level Tool Version 2

Professional Judgement Tool user guide and FAQs

Select Record Add Record Nursin, week 1 Medical Week 1 Skill Mix 1 Nur;’g Week 2 Medical week 2 skill Mix 2 Results Sign Off

Staffing Level Tool: EDEM

Start Date: 01/01/2024 End Date: 14/01/2024
Date Created: 26/01/2024 Created By: Amanda Newstart
Date Completed: Completed By:

Comment:

Data can also be entered for ENPs in the nursing tabs:
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NHS Welcome : Miss Amanda Newstart Current Location : Workload Tools Test Area 1 Build 33.1.2353.17
N

Professional Judgement Staffing Level Tool Version 2

Professional Judgement Tool user guide and FAQs

Select Record Add Record Nursing Week 1 Medical week 1 skill mix 1 Nursing Week 2 Medical week 2 skill Mix 2 Results sign Off

Staffing Level Tool EDEM
Start Date: 01/01/2024 End Date: 14/01/2024
Date Created: 26/01/2024 Created By: Amanda Newstart
Date Completed: Completed By:
Comment:
Activate All Time Block Nursing Mon Tue Wed Thu Fri sat sun
A Categories (@)

Activate 0300 12:00 Registered

Clear Data

ENP
Clear Data

Unregistered

Clear Data

Data should be entered as described for other tools above.

In the Skill Mix 1 and Skill Mix 2 tabs, skill mix for doctors is automatically calculated
based on information entered in the Medical Week 1 and Medical Week 2 tabs:

Select Record  Add Record  Nursing Week 1 Medical Week 1 m Nursing Week 2 Medical Week 2 SkiiMix2  Results

Workload Took: EDEM

Start Date: 30/09/2019 End Date: 131012019
Date Created: 301092019 Created By: Crystal Clear
Date Completed: Completed By:

Comment:

Category Statf Band / Medical Grades Day WTE Req'd 0 Night WTE Req'd “ Totals
Senior Doctor P s 3050
i " 329
Medical Staffing Middle Doctor pra —rs 3291
4
Junior Doctor e i 24.08
Total 4396 87.49
ke 0.00 0.00 i
e 0.00 0.0 0.00
Registered / ENP Band 6 s 0,00 0.00
Powa g 0.00 0.00 e
Total a2 4028 87.40
Band 4 000 0.00 0.00
Unregistered Band 3 Py o 0.00
Band 2 add o8 0.00
Total 2350 2014 4364

Save & Proceed m
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4. Business Objects

After Professional Judgement data entry into SSTS is complete, please use one of the
Professional Judgement standard reports developed in Business Objects (BOXI) to view and
extract information for a selected period of time. These reports were created by the national
team and have a series of built-in prompts to generate customised outputs locally.

Prompts

Reply to prompts before running the query

-
- Select END DATE:
- Select EMPLOYER:
- Select SPECIALTY

Access to BOXI reports requires a login and password. Local processes for BOXI
access can vary. Typically, BOXI access can be granted by your local SSTS
Manager, line manager or Workforce Lead. Access is requested using the same
access permission request form as the one for SSTS access.

@ Please seek your line managers permission and authorisation before contacting your
local SSTS manager.
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Appendix A
Background

Nursing & midwifery staffing level tools are an essential part of the Health and Care
(Staffing) (Scotland) Act 2019 aimed at ensuring health & social care staffing is at
the level required to deliver safe, quality focused care to people using the services.
The tools are designed to give staff the platform on which to record information about
the actual work they do. This is to collate the activities in a manner that supports
decisions about staffing, resource allocation and service design as part of a
triangulated process of planning.

To find out more about this, please refer to the HSP website and learning resources:

Healthcare Staffing Programme

The political commitment in Scotland is that, through application of a common staffing
method (Figure 1) health services will be staffed to the level required to provide safe,
high-quality care. To ensure this, each NHS Scotland Board and the services therein,
are responsible for having effective planning processes, informed by the activities
captured through the mandated use of staffing level tools. The Professional
Judgement tool is run alongside one of national staffing level tools, or independently.

Figure 1 — The common staffing method

Staffing is
appropriate
to provide safe
high-quality care

Transparent
risk based
prioritisation
and decision
staff making

are engaged Provision

in the process of appropriate

and informed clinical advice
of outcomes

Current
funded and actual
staffing

Measures
of quality

Speciality
specific staffing
level tool

Professional Local
judgement tool context

20240306 HSP Professional Judgement Staffing Level Tool User Guide V 7.0


https://www.healthcareimprovementscotland.scot/improving-care/healthcare-staffing-programme/staffing-level-workload-tools-and-methodology/staffing-workload-toolkits

Professional Judgement Staffing Level Tool - User Guide

Appendix B Data Capture Sheets
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Data Capture Sheet — Professional Judgement

0°#A [00L 957 Suiyels uoisinolg aue) AsuaBiswy oNIsYNN S1ejdwa] s1mde) e1eq dSH ¥ZT0FZ0T

o
@)

— dN3

O pasaisibay uoN peopLom jssw o} | 0080-00¥0
S pasajsibay | juswannbas Buyelg Wby
Q dN3

—J pasaisibay UON Peopyomjeaw o) | 00¥0-0000
(]0] pasaisibey | uewannbal Buyels wbiy
[ 0000-000Z

= dNI WBIN

aq— paisysibay uoN pEOPUOM J88LW 0} Buluang
(o] paigisibay | wawsainbai Buyelg a1

& dN3
c paJaisiBay UON peopjiom 12aw o} | 0002-009}
o pasa)sibay Juawesnbas Buyelg Buiuang

. 9 dN3

= PaIsIsiboy UON | peoppiomjssui o) | 0091-0021
w pasajsibay juswannbal Buyels | uoowayy

dN3
—

o paseisifioy uoN peopiiom j8aw 0} | 00Z4-0080
Q pasgsifiey | uswannbal Buyers Buiwop
o Rianoe

@Jed 8uo-auo/ sisl| anesy) loj papasu
@ Ispuewsap ay2eds [ |ea1shyd so pue |ej20s Ayxe|dwoa ;suopenys Kouabiawe sem yeys Lﬂ_ﬁr—g u.%.._._._.ea
%OUNG EG—.&EH.C. “Ba- _._O_uﬂ_Lu_..r .W _EGEGU "_.__E_.-_ﬂu w_-._.- ul |$=EEOO o hEE_.._-._ N :—.
> jBym Jesu|
(@]
MHL :@)eq :feg UOREDO| | BBIE [ PIEAL
o0
Q
Ll

|oo] |2a=] Bulyels uoisinolg aue) AouaBiawy 9NISYNN @1ejdwsa] aunide) ejeq JuawaSpn[ |euoissajolg

20240306 HSP Professional Judgement Staffing Level Tool User Guide V 7.0



Professional Judgement Staffing Level Tool - User Guide

0"t/ |00 [2A7 SulleIS UOISINOLg 218D AduaBiawl ONISHNN 23ejdwa ) aimde) eleq dSH #Z10720T

S82IMISS INoY $Z 1O Z| ‘g Jayye sjoaal uoneinbyuod S1SS ayj ainsug e
"sanbes||00 pue yejs
|eaiulpo Joluas yum diysisuped ul painsse Ajjenb pue passnosip si ejep ayj aduo Ajsnoawn S1SS ojul indul 8q pjnoys ejeq e
"10)eulpio-00 Bujuue|d aoioppIom
Jo Jabeuew aul InoA joejuoo asesjd euwuojoid 8y} IO [00) BY} Ul PapPIOda] 8Q PINOYS UOHEBWLIOMI JBUM JNOgEe Sauany e
‘AiBuipioooe siy) ajeoipul 0) piooal aseald AJIAO. PEONIOM Y} SPaaoXa Wea) JNOA Ul JJels palajsol S|qe|leAe ay) )| e
"0}@ sajouabiawa 2’| peopyiom ul sybnosy pue syead o} anp Aep ay) Jano AIeA ued S|y} pue ‘suonoas
ay} Jo yoea ui pasajsibal-uou pue pais)sibal ‘peoppom ay) }1@aw o) pasinbal noA jey) Jejs Jo JUNowe [enjoe 8y} Juswnoog e
‘palinbai a1am yejs atow yuawabpnl jeuoissajoid INOA ul uaym sawiy ay) ale asay| "9)3 JusawaAealaq ‘Inoge|
ul aq jou Aew jey) syuaned |-z-| xa|dwoo ‘siajsuel) /sanss| |eoisAyd ‘syuaned Bupjeads ysibu3-uou ‘sased |e1oos xajdwod
Se yons sainssaid peopom [euonippe Aue piooal (UOIOasS JUSWWOD AU} Ul PI0DaJ PUB JelS UJIM Jusam awp 9y} Moy Sssnosig e
quawbas Alinoy  yoea jo pua ayj je Ajaaioadsonal ajqissod se aAl|, Se pa)ajdwod aq 0}}9ays ay| e
"BiIys / pouad awn yoeas jo Japea| pasiubooal 1o aympiy / asinN abiey) Joluag Aq pajejdwoo aqo] e
‘Aiep pajajdwiod pue Aepuojy B uo Buiouswwod ‘S}8am JUaLINOUOD Z JOj SUNJ [00) SIY] e

aouepIng |00 Juawabpnr jeuoissaoid

ﬁﬂm—uSm M _oo._._m>m,_wc_tmumco_mSoEmgmuﬁcmm_wrcmoz_mmaz”wum_qu._.mSHmuSmoEmEmmn::mco_mm&oE
aaedyifesH "

20240306 HSP Professional Judgement Staffing Level Tool User Guide V 7.0



Professional Judgement Staffing Level Tool - User Guide

ing

Medical Staffi

0°'pA |01 [3A37 Sullels uoIsIno.d S1eD) A2usBIEWa (DNIH4VLS TWDIa3N 23ejdwal 2unided eleq dSH FZT0FT0Z

UUlealaAD SBnunRuod

oo ounp

10900 3|PPIN

peoppom weg}
128W 0] -
awaysinbal wdg
Buiers

10120(] Ioluag

Jopog lounp pEOPHOM wdg
10100 2IPpIN EMH,M_.___ME Em:.
x0q Joues Buiyeis

i010g JOINT | peopom wdyp
10y20Q 2IppIN g "

Juawalinbal PUWZ L
Buiyers

Data Capture Sheet — Professional Judgement
Emergency Care Provision Staffing Level Tool

10120(] Joluag
19000 1OUNM | peopuom | puigy
198w 0} -
101200 8|ppI
00 APPIN juawsainbal weg
jo0Q Jouag | BUEIS
‘Buifp sy Jo aueo) spuewap ooads  [eaisAyd Jo pue [epos Ajxajdwos Junoo fiobBajen pouad
jsuonenys AsusbBiswg ‘B-e- uoneuep § |BISUSS ULINIOD SIY) Ul — SJUSLILIOY pesH |[esipapy awi|
:ajeq :Aeg uo|}eao| [ asy
pueoos |o0] [2A37 Bulyels uoIsIAOLd a1eD AouaBiaw (oNIH4VLS TvDIa3w :21ejdwa] aumde) e1eqg JuawWaspnr [eUoIss2)old
Justuanodury *
aIeI[EsH

20240306 HSP Professional Judgement Staffing Level Tool User Guide V 7.0



0'iA [0OL |3A37 BUIYEIS UDISINGIG 318D AJUaBIaLUT (IDONI44VLS TvDIQIN 33ejdwal ainided e1eq dSH ¥ZT0FT0Z

“IojeUIpIO-00
Buuue)d aosoppom Jo 1abeuew aul Jnok joejuoo ases|d euuojousd ay) Jo |00} Y} Ul PapIosal B PINOYS UCHEWLIOUI JEYM JNOGE Sauany) =
“X0Q SUSWWGS 3L} Ul suoseal aum Buiyels [enoe Jnok wod) Jualsip i painbal Je1s Jo Jaquinu auyy j|
“Bale |BOIUID 3y} ul pasinbal auam Yyels atow juawsbpn( jeuoissajoud inok ul uaym sawny si siy| Bulp ay) jo aued [sisjsuel) fsanss
|edisfyd ‘sjuaned Buryeads ys)Bug uou ‘sesed |e1nos Xa|dwoo se Yyoans sanssaid peopom [EUCIIPPE AUE pIO23) PINOYS SIUSWWOT)
'5155 uo |oo) wawsabpnr [euoissajoid sy Bunsidwoo sebeueyy [ Jepea wea] "YeIg [E2ipapy Yy Juswabpnl pue uoissnosip
wiea) ajejl|io.) 0} UONDa||02 EJEP ¥aam Z ay) Jo Aep yoes uo jeays Juawabpnl [euoissajoid sy} Uo YYS JiSL) JO Sj0U B aXeW pInoys Jeis
"PEOHIOM BU) SYEUSPUN O} PIpaau aiam Yels Jeym jng pasaiscl pey nok jeym Jou si siy) juswsabpn( jeuoisseyoid umo inok Buisn
peopOMm 3y Janca o) Anp uo aanbes pinom nok 1eUY) 3ge) BY) JO UoN2as Ayl ul Yeis epedb JounpEIppINMCIUBS AUBLWL MOY JNEIS .
“Jels yum pouad s ay) ul PEOIOM BY) SSNOSIQ .
2] uoowaye j Buiulow 2’1 ¥20|q awn Yaea 1o) Ajpansadsonal ajqissod se aal|, Se pajajdwod aq o) jaays juawabpn| |eucissajold «
‘pouad ysam Z e 1oj [enpinipul pajeubissp Jo sabeueyy 1epes) wea ) ‘yeig [eoipajy Ag pajsjdwoo agqo)l  «

Professional Judgement Staffing Level Tool - User Guide

iopog JOUNP | poqom weg

I— j@aLl o) -

01200 3|PPIN juawaunnbal wet

lgjppod loluas mr__.t.ﬂ—w

Jojaoq] Jowunp pEO[YIOM wey
j@aw 0} -

101200 3IPPIN —_.__NE@.__:—uwh LWEZ |
Buwelg

lojoo(q Joluag

pueo05
Justanosdg
aIeyesH

Y

001 [=2A2 Wr__"_.._.m“—m UoIsIADId 2B hucmmh_m_c.._m_ ONIHAYLS TV -

31ejdwa] aunide) eleq JUSWSSPN[ |BUOISS3401d

20240306 HSP Professional Judgement Staffing Level Tool User Guide V 7.0



Professional Judgement Staffing Level Tool - User Guide

Appendix C

Frequently Asked questions
Below are the most frequently asked questions and answers raised during the use and
application of the Professional Judgement Tool. This quick guide has adopted a question/
answer format and should be used in conjunction with earlier parts of the user guide.

01

What do | need to do before | start using the tool?

You need to make sure you are familiar with the PJ tool.
Training and support will be provided via your local Workforce Lead. Please make sure you understand
all the information provided, the responsibilities and expectations for you and your team.

Please also refer to the Quality Assurance Checklist

Q2

How do | access the tool?

Please see Section 2.1 Accessing the tools for detalils.

Q3

How often should the Professional Judgement tool be completed?

The Professional Judgement tool is run concurrently with the staffing level tool for the particular
specialty. Usually, both the staffing level tool and Professional Judgement tool are run concurrently for a
designated 2-week period for local runs. Some tools may run for a longer or shorter period. This is
dependent on local and national decisions and should be clarified prior commencing your run.

Q4

How many days/weeks should the tool run for?

The Professional Judgement tool is run for two weeks, fourteen consecutive days. It is advisable the run
commences on a Monday and includes weekends. If your service area does not have a specialty tool
the PJ tool can still be run for a 2 week period but decide locally the regularity of these runs. If the
service is unavailable during these times please reflect this with entering ‘0’ for requirements. Boxes left
empty will register as incomplete records.

The Professional Judgement tool should be completed once by a team leader or designated person on
behalf of the team. Local arrangements should be established so information from the whole team is
collated to inform completion of the tool.

You should check with your local workforce team for detail about when the tool has been scheduled for
the local area

Q5

Should other tools be completed at the same time as the Professional Judgement?

Yes.

Staffing Level Tool: Speciality specific staffing level tools are available for 98% of nursing and
midwifery areas and should be completed alongside the Professional Judgement tool. Like the
Professional Judgement tool, all of these tools can be accessed via the SSTS platform. User
guides on how to input data are available for each tool. Please refer to this during the run.
Quality Tool: The Quality Tool is designed specifically for use in conjunction with the
Community Staffing Level Tool and Community Children’s’ & Specialist Nurse staffing level
Tool. It is essential the Quality Tool is completed alongside these staffing level tools to provide
data for evidencing best practice.

Where no specific staffing level tool is available the Professional Judgement Tool can still be
used by those service areas.
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Q6

How does the tool work?

While the staffing level tools are developed to take an evidence-based objective approach, the
professional judgement approach is subjective, seeking professional opinion on how many staff are
needed to carry out the workload required in a defined period of time.

The Professional Judgement tool is a single 24 hour tool. This is broken down into 4-hourly blocks over
a 7 day cycle. The designated local lead for the Professional Judgement Tool after consulting the wider
team would populate in each 4 hourly block the number of staff required to undertake the workload as a
headcount for that period. If there is no workload then 0 can be entered. If the service doesn’t usually
operate in this 4 hourly section by leaving this column unticked it will remain ‘greyed out’ and therefore
not affect the calculation for Whole Time Equivalent (WTE).

The calculator of the Professional Judgement tool will then use the information inserted for both
registered and un-registered staff to calculate a WTE. The Professional Judgement tool WTE
automatically includes a 22.5% Predicted Absence Allowance for nursing and midwifery staff and a 25%
Predicted Absence Allowance for doctors. There is also a deduction for unpaid breaks. If only 8 hours of
data is entered, the deduction for unpaid break is 15 minutes per 4- hourly block. If more than 8 hours is
entered, the deduction for unpaid break is 20 minutes per 4hourly block.

It is important that the judgement is based on the number of staff required to carry out the workload
during the period. This may be more, less or the same as the staff rostered on duty. Please enter the
reason behind the decision in the comments box provided which will be used to inform discussions
locally as part of the Common Staffing Method.

Q7

What constitutes ‘workload’ for completion of the Professional Judgement Tool?

Workload is defined as comprising:
e Direct care: workload that is carried out to or with a patient.
¢ Indirect Care: the additional work directly related to the patient, e.g. record keeping, telephone
calls, liaising with other about the patient
e Associated Workload: All of the other work not directly related to a patient e.g. general
communication, repairs, off duty, appraisal and training
e Personal time: General breaks

Q8

Should the SCN / SCM be included in the workforce required?

The SCN / SCM should be included in the required headcount figures if they are on duty and
contributing to the workload of the area to ensure safe and effective care.

If the SCN is rostered for managerial duties out with the ward / department then this would not be
captured to prevent ‘double counting’.

i.e. Ifa SCN/SCM is 1.0 WTE for a ward environment but is only contributing 0.4 WTE to workload on
the ward then this should be reflected in the skill mix on page 2.

Q9

The 4 hourly blocks do not capture the shift pattern. How do | record this?

The Professional Judgement tool records the professional opinion of the user on the required
staffing for the service area, during a particular timeframe. This is the number of staff needed to
carry out the workload safely and effectively.
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The time periods within the Professional Judgement Tool do not correlate to any particular shift
pattern. Instead, they are a guide on what is considered morning, afternoon, evening and night
time hours.

If the staff work for a portion of the 4 hourly block, then enter the number of staff required but
be mindful this will be pro rata. i.e.

If for 2 hours of the 4 hourly period you require 4 staff to undertake the workload, the
headcount would be captured as 2 for that 4 hourly block.

It is possible to input decimal points up to a maximum of two decimal places if
necessary, e.g. if for 2 hours of the 4 hourly period you required 3 staff to undertake the
workload, the headcount could be captured as 1.5

Table 1.

Number of staff Portion of 4-hour time block and head count

required

30 min (1/8) | 1 hour (1/4) | 2 hours 3 hours (3/4)
(1/2)

1 0.12 0.25 0.50 0.75

2 0.25 0.50 1.00 1.50

3 0.37 0.75 1.50 2.25

4 0.50 1.00 2.00 3.00

5 0.62 1.25 2.50 3.75

6 0.75 1.50 3.00 4.50

I 0.87 1.75 3.50 5.25

8 1.00 2.00 4.00 6.00

9 1.12 2.25 4.50 6.75

10 1.25 2.50 5.00 7.50

Q10 | Why does it ask for skill mix on page 2 weekly data entry?
The skill mix is a local decision whereby the senior professional completing the Professional Judgement
tool would utilise the WTE to break down their requirements for registered and unregistered staffing.
The skill mix figures entered have to add up to the total for registered and unregistered in both Day and
Night columns.
Q11 | Our service has an overlap of shifts. Is this calculated into the WTE?
The Professional Judgement Tool is developed on 4-hourly time periods. The workload that is carried
out during each of these periods determines the staffing need. Therefore if there are more staff on
during certain periods and the workload identifies that more staff are needed for that corresponding
period then the numbers of staff recorded would reflect this.
Q12 | When should the comments box be used?

The comments box is useful as an aide memoire and as rationale for the figures entered and the
decisions taken as some time may pass before you have your local discussion on the outcomes of
running the staffing level tools.

Examples of what may arise include:
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You have an emergency requiring more staff for a period of time.

e Preceptorship of staff within an area has increased the number of staff required to undertake the
workload.

o Member of staff was off sick at the last minute, but the workload was still manageable therefore
they would not be captured in the figures.

o Staff missed breaks due to increased workload.

These real time issues can have an impact on your capacity to maintain the quality of patient care and
additional staff may be needed for identified time periods to undertake the workload. The information in
the comments box would help you explain the rationale for your decisions at the time.
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Appendix D

Trouble Shooting

1. SSTS

| am getting an error message when trying to login to SSTS. What should | do?

SSTS and the staffing level tools can only be accessed on a Board approved computer network or
portable network.

If you are experiencing login problems when using a board approved network, contact your local SSTS
team for advice

What should | do if | lose my login details?

Contact your local SSTS Team.

The staffing level tool | need to access is greyed out. What do | do?

Double check that you are trying to access the correct tool. Double check the working location is correct
Contact your local SSTS manager to change your permissions if you are unable to access the correct
tool

The working location shown is incorrect — how do | change this?

See section 2.1

My service area/ working location isn’t shown on the list. What do | do?

Contact your local SSTS manager to ensure that you have the right permissions to access the tool for your
specialty

What happens if the internet goes down whilst during data entry to SSTS?

You will have to re-enter any unsaved data once you are able to access SSTS again

What happens if | enter the wrong information by mistake e.g. wrong dates or staff numbers?

You will be able to amend any unsaved data while still logged into SSTS

If you have Editor permissions, you should be able to amend the entry even after it has been saved
using the edit function

Why can’t | move onto the “skill mix” tab

You will only have access to the “skill mix” and “results” tabs of you have editor permissions

If you have editor permissions, please make sure you have added data into all of the relevant data entry
cells and clicked on “save and proceed” to progress to the skill mix tab. This should then let you open
the next screen

2. The Staffing Level Tool
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| am unable to download the paper data capture template. What do 1 do?

1. You can try using a different web browser to download the template
2. You can print Appendix B from this document

3. You can speak to the local IT team as permissions may be needed for accessing and downloading
documents

4. Speak to your workforce lead and they should be able to assist in providing paper copies of the
template

There are data capture sheets missing for some of my shifts —what should | do?

Best practice would be to enter the data on to SSTS as near to real-time as possible e.g. at the end of
your shift. This should reduce the risk of misplacing data capture sheets

Double check all areas where you store or carry paperwork. If you are unable to find them you may be
able to complete the data retrospectively using your appointment diary for example

Inform your manager if you are unable to find the data capture sheets, and feel that you may not be able
to fully recall all the activities for the dates in question

You should enter the data you do have onto SSTS and this will pull through to the BOXI report. Gaps
will show in the charts for any dates you do not have any data for.

The Team Leader is off sick. Who takes responsibility for the Tool Run now?

Each CCSN, CNS and CN (including non-registered CN) clinicians are responsible for their own data
collection and upload to SSTS

The workforce lead will be able to provide support with completing the tool run in the absence of Team
Leader

A nominated person should lead with the Professional Judgement Tool and the Quality Tool in the
absence of the Team Lead

The Workforce Lead can also assist with Quality Assuring the data in the absence of the Team leader,
although there is up to 2 months to do this

Why is there such a difference in the actual workload and hours worked on the summary
screen?

These totals do not have to match exactly.

If there is a significant difference between the totals — more than 30 minutes either way — please review
the data entered as soon as possible to ensure everything has been captured accurately
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