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1. Introduction

The Adult Inpatient Tool (AIT) is set up to enable Nursing staff to record information
to review workload and to calculate a recommended Whole Time Equivalent (rtWTE),
using occupied beds and patient dependency. The national recommendation is that
this tool is run at least once per year, for two consecutive weeks, with ward occupancy
data and average dependency for each patient. It is run concurrently with the
Professional Judgement tool. However, the tool can be run as frequently as Boards
wish, to gather useful data over time. Background information on staffing level tools
can be found in Appendix A

This tool provides a consistent and systematic approach to gathering workload data
in Adult Inpatient areas with more than 16 registered beds.

To aid accurate data collection on the ward, a data capture template is available in
Appendix B.

This tool uses the occupancy and dependency information entered on to SSTS by
the practitioner to measure the workload, based on the intensity of work and time
taken. There are four dependency levels built into the calculator, each of which
recognises a different measure of complexity of workload. The measures cover all
aspects of work and include:

e Direct and Indirect Care, which is all patient related work including record
keeping, liaison, communications, etc

e Associate Work which includes general non-clinical workload such as
clerical, administration, cleaning, stocking, errands, meetings etc.

e Personal time.

The tool then collates this information into 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). The report should be considered in conjunction with:

« Funded establishment
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« The findings from the Professional Judgement 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 (HSP) webpages
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2. Logging in

2.1 Accessing the tools

To gain access to the staffing level planning 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 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. b\,d

Please enter a valid Username and Password

——

Username: >
Password: ™

e ———

NOTICE TO USERS

This computer system is the property of NHSScotland. It 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.

Click “confirm” to proceed:
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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.

R contm 3 Logout

And then select “SSTS".

Shared Authentication for eExpenses, ePayroll, N H S
SSTS and Workforce. b\/d

SCOTLAND

Select an application:

e ePayroll

<= D

2.2 Changing Working Location

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

Welcome : Amanda  Current Locati~=.. vvorkload Tools Testing Site - Workload Tools Test Post Natal Ward ~ Build 33.99..

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

Welcome : Amanda  Current Location: Workload Tools Testing Site - Workioad Tools Test Post M= ward  BUlIG 335 3921 U
Rostering Em L SSPS Transfers Staff Bank Absences Configuration Staffing Level T My Account  Appli~_tion

Flhange Username
Change \ ng Location

2239 To Local Area

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’:

N HS SO T = ‘Welcom nanda Current Location: Workload Tools Testing Site - Workload Tools Test Post Natal Ward Build 33.99.2339.21 @

Rostering Empl SSPS Transfers nk Configuration Staffing Level Tools My Account Application
Change Working Location

Your Current Location is: Workload Tools Test Post Natal Ward

Select a Locatlon Type
O Al @ Roster Locations () Staff Banks ) Local Areas () Employers

Please enter all or part of a Roster Location
( | Bl Show Inactive: ()

Workload Tools Testing Site - HSP Input Test -
Workload Tools Testing Site - Workload Tools Test Ante Natal Ward
Workload Tools Testing Site - Workload Tools Test Area 1

Workload Tools Testing Site - Workload Tools Test Area 2

Workload Tools Testing Site - Workload Tools Test Build 18 Rhona
Workload Tools Testing Site - Workload Tools Test CMH

Workload Tools Testing Site - Workload Tools Test Maternity Clinic
Workload Tools Testing Site - Workload Tools Test Maternity Community
Workload Tools Testing Site - Workload Tools Test Maternity Services
Workload Tools Testing Site - Workload Tools Test Mixed Ward
Workload Tools Testing Site - Workload Tools Test Post Natal Ward
Workload Tools Testing Site - Workload Tools Test Triage/Ass Ward

The location will then update on the toolbar:

P
«> Welcome : Amanda ~ current Location: Workload Tools Testing Site - Workload Tools Test Ante Natal Ward  pild 33.99.2339.21 @

e

Rostering Employees SSPS Transfers Starl paiin A 2o Zeoofigurzticn Wiy Levern wois My Account  Application
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3. Creating/Editing Entries in Tool
3.1 Opening the tool

To open the Adult Inpatient staffing level tool, select ‘Staffing Level Tools’ and then
‘Adult Inpatient’.

coTe
NHS oo | O wekome Amanda  Cusrent Location Workiond Tools Testng See - Workioad Tooks Test Area 1

Rostering | ¥ SSPS Transfers f « Configuratin~ - staffing Level
Adult Inpatse

ty Children's & Children's Spe:

reRaial Nurse Specialist Tool Versios

Community Nurse Tool Vers
Emergency Care Provisio
Maternity Tool Version 2
Mental Health and Learning Disability Tool Version 2

Neonatal Tool Version 2

Scottish Children’s Acuity Measurement In Paediatric Settings™ Version 2
Pen-Cperative

Professional Judgement Too! Version 2

Quakty Too

Small Wards Tool Version 2

A screen like the one below will then appear. It will only show the data for your
ward/specialty. A list of available specialties can be found in Appendix C

N H S Welcome : Miss Amanda Newstart Current Location : Workload Tools Test Area 1 Build 33.1.2353.17
N Adult Inpatient Staffing Level Tool Version 3

Adul Ingatont user guide and FACs ()

Medical 19/01/2024  01/01/2024  14/01/2024  murphybl 7 24 24.0 5.0 5.0 5.0 9.0 28.50 37.08 Delete
Eldmed 23/11/2023  22/11/2023  23/11/2023  trimbletl 7 24 0.0 14.0 8.0 2.0 2.0 0.00 18.31 Delete
Surgical/Vascular 18/09/2023  04/09/2023  10/09/2023  newstarthl 7 24 18.0 4.0 4.0 6.0 5.0 24.35 32.06 Delete
Medical 12/07/2023  12/06/2023  13/06/2023  murphybl 7 24 0.0 0.0 10.0 20.0 4.0 0.00 49.28 Delete
Medical 23/06/2023  21/06/2023  22/06/2023  murphybl 7 24 30.0 5.0 10.0 10.0 5.0 35.62 38.72 Delete
Gynaecology 24/05/2023  22/05/2023  23/05/2023  newstarthl 7 24 85.0 10.0 5.0 4.0 1.0 100.47 21.27 Delete
Medical 11/11/2022  10/11/2022  11/11/2022  murphybl 7 24 30.0 6.0 10.0 8.0 6.0 35.62 38.66 Delete
Medical 11/11/2022  09/11/2022  10/11/2022  murphybl 7 24 30.0 6.0 6.0 8.0 11.0 35.62 48.05 Delete
Medical 04/11/2022  01/11/2022  02/11/2022  murphybl 7 24 28.5 10.0 10.0 5.0 5.0 35.03 33.19 Delete
Medical 04/11/2022  03/11/2022  04/11/2022  murphybl 7 24 29.5 5.0 10.0 8.0 7.0 35.03 40.81 Delete
123456789 1011 1213 14 15 16 17 18 19 20 21 22

Elderly ~
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3.2 Entering Data

To add data simply select ‘Add’:

N H S Welcome
e Adult Inpatig

Adult Inpatient user guide and FAQs 0

Medical 19/01/2024
Eldmed 23/11/2023
Surgical/vascular 18/09/2023
Medical 12/07/2023
Medical 23/06/2023
Gynaecology 24/05/2023
Medical 11/11/2022
Medical 11/11/2022
Medical 04/11/2022
Medical 04/11/2022

e —

[ Ao |

The below screen will then appear:

NHS Welcome : Miss Amanda Newstart
N, st Adult Inpatient Staffing Level Tool
Medical 19/01/2024 01/01/2024 14/C
Eldmed 23/11/2023 22/11/2023 23/1
Surgical/Vascular 18/09/2023 04/09/2023 10/
Medical 12/07/2023 12/06/2023 13/C
Medical 23/06/2023 21/06/2023 22/C
Gynaecology 24/05/2023 22/05/2023 23/C
Medical 11/11/2022 10/11/2022 11/1
Medical 11/11/2022 09/11/2022 10/1
Medical 04/11/2022 01/11/2022 02/1
Medical 04/11/2022 03/11/2022 04/1

Specialty
Days Open
Hours Open

Average Bed Occupancy

Average number of patients per dependency 0

Dependency 1 patients

Dependency 2 patients

Dependency 3 patients

Dependency 4 patients

Period occupancy applies to
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@ SSTS will default the “days open” to 7 and the “hours open” to 24, both can be
changed by selecting the appropriate box and amending the days and hours as required.

Enter the ‘Average Occupied Beds’. You can click on the blue icon J for more
information.

The average bed occupancy should be based on the previous financial year.

This should be the number of occupied beds and not the % of beds occupied.
For example:

- If the ward has 30 beds and average occupied beds is 80%, i.e., average of 24
occupied beds, 24 should be entered.

« If the ward has 32 beds and average occupied beds is 80%, i.e., average of 25.6
occupied beds, 25.6 should be entered.

Enter the ‘Average number of patients per dependency’.

Enter the average number of patients per dependency, for the designated period, for
each of the 4 dependencies.

This should be the number of patients and not the % of patients. For example:
« Dependency 1 = 6 patients
« Dependency 2 = 4 patients
« Dependency 3 = 2 patients
- Dependency 4 = No patients (just leave the box blank)

@ The user can enter either occupancy or dependency data. Best practice is to enter
both occupancy and dependency data.
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Period occupancy applies to

Period Start EI
Period End EI

‘ Save I Cancel

Enter the ‘Period Start’ and ‘Period End’.

This is the date range that the workload is being entered for. It is not the date the user is
inputting the data into the tool.

Once all the data has been inputted select “Save”

3.3 Viewing Data

A summary screen of the data will be available to users (permission permitting) including the
recommended nursing WTE (rWTE) from the tool.

NHS SSTS Wekome : Miss Amanda Newstart Current Location : Workload Tools Test Area 1 Build 33.1.2353.17
v Adult Inpatient Staffing Level Tool Version 3

Aduit Inpatient user guide and FAQs ()

Medical 23/01/2024 22/01/2024 23/01/2024 newstarth1 7 24 32.0 6.0 15.0 9.0 2.0 38.00 34.22 Delete
Medical 19/01/2024 01/01/2024 14/01/2024 murphybl 7 24 24.0 5.0 5.0 5.0 9.0 28.50 37.08 Delete
Eldmed 23/11/2023 22/11/2023 23/11/2023 trimblet1 7 24 0.0 14.0 8.0 2.0 2.0 0.00 18.31 Delete
Surgical/Vascular  18/09/2023 04/09/2023 10/09/2023 newstarth1 7 24 18.0 4.0 4.0 6.0 5.0 24.35 32.06 Delete
Medical 12/07/2023 12/06/2023 13/06/2023 murphyb1 7 24 0.0 0.0 10.0 20.0 4.0 0.00 49.28 Delete
Medical 23/06/2023 21/06/2023 22/06/2023 murphyb1 7 24 30.0 5.0 10.0 10.0 5.0 35.62 38.72 Delete
Gynaecology 24/05/2023 22/05/2023 23/05/2023 newstarth1 7 24 85.0 10.0 5.0 4.0 1.0 100.47 21.27 Delete
Medical 11/11/2022 10/11/2022 11/11/2022 murphybl 7 24 30.0 6.0 10.0 8.0 6.0 35.62 38.66 Delete
Medical 11/11/2022 09/11/2022 10/11/2022 murphyb1 7 24 30.0 6.0 6.0 8.0 11.0 35.62 48.05 Delete
Medical 04/11/2022 03/11/2022 04/11/2022 murphyb1 7 24 29.5 5.0 10.0 8.0 7.0 35.03 40.81 Delete
12 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22
Crr— -

@ Only users with View Results permissions are able to view the rWTE.
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3.4 Deleting Data

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

NHS SSTS Wekome : Miss Amanda Newstart Current Location : Workload Tools Test Area 1 Build 33.1.2353.17
v Adult Inpatient Staffing Level Tool Version 3

Adult Inpatient user guide an

o

Medical 23/01/2024 22/01/2024 23/01/2024 newstarth1 7 24 32.0 6.0 15.0 9.0 2.0 38.00 34.‘ Delete >
Medical 19/01/2024 01/01/2024 14/01/2024 murphybl 7 24 24.0 5.0 5.0 5.0 9.0 28.50 37.08

Eldmed 23/11/2023 22/11/2023 23/11/2023 trimblet1 7 24 0.0 14.0 8.0 2.0 2.0 0.00 18.31 Delete
Surgical/Vascular  18/09/2023 04/09/2023 10/09/2023 newstarth1 7 24 18.0 4.0 4.0 6.0 5.0 24.35 32.06 Delete
Medical 12/07/2023 12/06/2023 13/06/2023 murphyb1 7 24 0.0 0.0 10.0 20.0 4.0 0.00 49.28 Delete
Medical 23/06/2023 21/06/2023 22/06/2023 murphyb1 7 24 30.0 5.0 10.0 10.0 5.0 35.62 38.72 Delete
Gynaecology 24/05/2023 22/05/2023 23/05/2023 newstarth1 7 24 85.0 10.0 5.0 4.0 1.0 100.47 21.27 Delete
Medical 11/11/2022 10/11/2022 11/11/2022 murphybl 7 24 30.0 6.0 10.0 8.0 6.0 35.62 38.66 Delete
Medical 11/11/2022 09/11/2022 10/11/2022 murphyb1 7 24 30.0 6.0 6.0 8.0 11.0 35.62 48.05 Delete
Medical 04/11/2022 03/11/2022 04/11/2022 murphyb1 7 24 29.5 5.0 10.0 8.0 7.0 35.03 40.81 Delete

ey |

You will be asked to confirm you wish to delete this record, select yes or no as appropriate.

This will permanently delete the record. Are
you sure you wish to continue?

T
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4. Business Objects (BOXI)

After AiT data entry and corresponding Professional Judgement tool data entry into SSTS is

complete, please use one of the AIT 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, for example:

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 (healthcareimprovementscotland.orq)

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. This tool is one of national
staffing level tools available for this purpose.

Figure 1 — The common staffing method

Staffing is
appropriate
to provide safe
high-quality care

Transparent
risk based
prioritisation
and decision
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
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Appendix B

Data Capture Sheet
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Specialities List
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Ward specialties available within the Adult Inpatient Tool:

Acute Assessment Unit
Cardiology

Elderly (Long stay/rehab)
Elderly Medicine
Gynaecology

Hospice

Infectious Diseases
Medical

Medical Gastroenterology
Medical Vascular
Neurology

Oncology Haematology
Orthopaedic Elective
Orthopaedic Trauma
Rehabilitation
Respiratory

Stroke

Surgery
Surgical/Vascular
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Appendix D

Frequently Asked Questions and Answers

The purpose of this section is to give some quick guidance about completing the
Adult Inpatient tool. This quick guide has adopted a question/answer format and
should be used in conjunction with earlier parts of the user guide.

Adult Inpatient Staffing Level Tool

Frequently Asked Questions and Answers

Q1 | What do | need to do before | start using the tool?
You need to make sure you are familiar with the 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 | Why am | being asked to use two tools?
You are being asked to use the Professional Judgement Tool (PJ) along with the staffing level tool.
This forms part of the Common Staffing Method approach mentioned above. The staffing level tool
provides WTE information on staffing needs that is considered alongside other local information,
such as the PJ WTE staffing outcomes, which is based on your judgement of needs for the
workload at that time, before decisions on staffing can be made.

Q3 Does the tool consider mandatory training requirements?
A national Predicted Absence Allowance of 22.5% is included in the Al Tool. 2% of this total is for
study leave.

Q4 How does the tool capture all aspects and complexity of my work?

The tool has been developed using independent Observation Studies of nursing workload in
many hundreds of inpatient wards. The studies have been carried out in a wide variety of
specialties as a basis for providing evidence and understanding of the range, variation and
complexity in the workload of nurses.

Four Patient Dependency Levels are built into the calculator each of which recognises a different
measure of complexity of the workload. Refer to the Introduction section.
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Q5 How do | record care that requires more than one staff member?
This was recognised in the Observation Studies and workload for each nurse included in the
development of the workload calculator.

Q6 How do | record 1:1 care?
Current ongoing developments to this tool recognise the need for 1:1 care. It is anticipated that in
future developments this workload would be an integral part of the tool.
At this time, you are asked to gather this information locally, including start and finish time of 1:1
care provided and number of staff (including Band) required. This information can be recorded as
comments on the Professional Judgement Template.
This workload will be classed as additional workload and will be added to the AIT WTE outcome
required for the rest of the ward patients.

Q7 Can this tool be used in a Dementia Ward?
The Adult Inpatient tool is intended for use in areas of 16+ beds, but not intended for use in
mental health. There are multiple specialties in the AIT tool, none of which are dementia. Please
consider that if it is solely a dementia ward, then the Mental Health tool may be the most
appropriate to use.

Q8 | Who completes the Dependency Assessment for each patient and how often should this
be done
The dependency assessment should be completed by nursing staff towards the end of each shift
The average dependency score for each 24-hour period is then calculated by adding the scores
from each shift and dividing them by the number of shifts in 24 hours

Q9 | Where can | find the definitions for each level of dependency?
See the coding in the data capture template in Appendix B
This information is also available on SSTS.

Q10 | What if a patient’s level of dependency changes during the shift?
Complete the assessment towards the end of the shift and select the score most reflective of that
patient for that shift

Q11 | How often should the information be entered onto SSTS?
Best practice would be to enter the data as daily records, but it can be entered weekly or as one
entry for the duration of the tool run. The data is entered retrospectively and does not have to be
entered on the date the data is based on e.g., you can enter all the data as daily records at the
end of each week of the tool run.

Q12 | What are the timescales for inputting data into the AIT tool?
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The only date restriction is that the period start date must be equal to or later than the Date
Effective that was entered for that specialty in the Roster Configuration screen. This screen is
usually completed by the SSTS Manager.

Q13 | What if the number of patients is higher than the average bed occupancy?

The number of patients can be higher than the average occupancy, but not higher than the
number of registered beds for that service area. For example, in a 20-bed ward with an average
occupancy of 15, there may be 18 actual beds occupied during the tool run.

Q14 | Who do | contact if | require help and support with this tool?

Please contact your local workforce lead in the first instance should you require support with any
aspect of the tool or tool run
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Appendix E

Trouble shooting

Adult Inpatient Staffing Level Tool

Troubleshooting guide

1. SSTS

Q1

| 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.

Q2 | What should | do if I lose my login details?
Contact your local SSTS Team.
Q3 | The workload tool | need to access is greyed out. What do | do?
Double check that you are trying to access the correct tool.
Contact your local SSTS manager to change your permissions if you are unable to access the
correct tool
Q4 | The working location shown is incorrect — how do | change this?
See Section 2.0
Q5 | My service areal 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.
Q6 | My specialty isn’t shown on the drop-down list. What do | do?
Contact your local SSTS manager to ensure that you have the right permissions to access the tool
for your specialty.
Q7 | 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
Q8 | What happens if | enter the wrong information by mistake e.g. wrong dates or patients per

dependency
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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

Q9

Why won’t SSTS let me save the data | have entered and move on to the summary screen?

Double check the data you have entered.
This may be because you have tried to put a date in that is in the future. It may also be that you
have entered patient numbers that exceed the bed numbers set on SSTS for your roster location.

2. The Staffing Level Tool

Q1

How do | find out the average bed occupancy?

From the previous year’s financial information (available from the SSTS manager)

Q2

What happens if | only put in the average bed occupancy and no dependency data?

You will receive a rWTE based on occupancy alone, which may vary from the rWTE you would
receive for the dependency of your specialty patient group.

Q3

On the summary screen, why is the rWTE for dependency so different to
occupancy rWTE?

The calculators within each specialty have different weightings for different dependencies.
Therefore, you may find that your occupancy rWTE is less or more than dependency rWTE based
on how many patients you have scored at each dependency level

Q4

How do | work out the average number of patients per dependency?

1. Add together the dependency rating each patient has been given for each shift in that 24-
hour period

2. Divide that by the number of shifts

e.g., if a patient has been scored 2 by each shift, and there are 2 shifts in 24 hours: 2+2=4 (total
score) then divides by 2 (shifts) giving an average dependency of 2

3. If the average number is not a whole number e.g., 2+3 = 5. 5/2 =2.5 then round up and give
this patient a score of 3

4. Do this for each patient, then add together the number of patients with each dependency
score? This gives the average patients per dependency.

This is also described on the data capture sheet in Appendix B

Q5

| can’t download the paper data capture template. What do | 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.
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Q6 | There are data capture sheets missing for some of the shifts —what should | do?

Double check with the teams working on the shifts where data is missing, as they may still have
the sheets.

If you only have data for one shift from the 24-hour period, you should enter this onto SSTS as you
will be unable to calculate an average.

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.

Q7 | The SCN is off sick. Who takes responsibility for the data collection and SSTS entry now?

The Nurse in charge of the shift should always make sure the data is collected for their shift.
The completed data capture templates should be filed securely in the agreed location for quality
checking and SSTS upload. SSTS entry can be done after the tool run is complete.

The workforce lead will be able to provide support with completing the tool run.

Q8 | On the summary screen, why is the rWTE for dependency so different to
occupancy rWTE?

The calculators within each specialty have different weightings for different dependencies.
Therefore, you may find that your occupancy rWTE is less or more than dependency rWTE based
on how many patients you have scored at each dependency level.

Q9 | The rWTE is much higher/ lower than our actual/FE. What should | do?

This may simply be a reflection of your workload. However, it is worth quality assuring the data, in
particular, that you have selected the correct specialty for the roster area, and that patient
dependency has been accurately reflected.
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