
 
ESR  

Extending the  
Benefits Project  

 
 
 

Implementing 
Supervisor Self-Service 

for AfC 
managers/supervisors 

Feb 2020 



 
 
 What is ESR? 
 Why implement supervisor self-service? 
  What will managers/supervisor be able to do? 
 Implementation steps for you 
 What will you see & do – the detail? 
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The Electronic Staff Record (ESR) system is a national web based 
system used by 1.4 million staff in the NHS. 
 
It holds all our personal information and it is the system that 
manages our pay. 
 
It interfaces with other systems (eg roster system, pensions) 
sending and receiving information. 
 
It is the primary data source for NHS staff information – NHS 
improvement use it for eg Model Hospital, CQC  
 
It has ‘self service’ modules enabling the user to manage their own 
information which can be put in at source, enabling the streamlining 
of information (accuracy, quality, timeliness). 
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Outstanding place 
to work where staff 

can flourish 
 

Sustainable  

streamlined 

24/7 access 

quality of data 
improved 

information  at 
a glance 

empowered 
individuals 

avoids 
duplication  

improved 
efficiency 

sustainable 

paper light 

real time data 

enables 
responsibility 
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Supervisor self service enabling you to view and manage your staff 
information. 

Personal information  

 view your team members address, emergency contact details and more 

Appraisal 

 Record appraisal dates directly into ESR & upload completed appraisal documentation 

 Monitor your teams appraisal activity 

 Keep track of your compliance 

Pay progression 

 Manage the pay progression process and enable your staffs pay step progression 

Notifications 

 Receive reminders to your in box for appraisal, fixed term contract, professional registration, 
revalidation, pay progression, Right to Work, absence triggers 
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Roll out of ESR supervisor self service  
 

 no training is required and the time commitment from you is minimal  

 Most of you will have already heard about ESR supervisor self-service. This slide 
pack will help as a reminder. 

 Roll out of supervisor self service for remaining teams is June – Dec 2020 

 We are rolling out by directorate group over a 4 week period (full rollout schedule is 
available) 

 You will be supported by HRBP team (deputies) and speciality manager 

 The next slides walk you through your 4 week implementation plan 
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What will roll out of ESR supervisor self service mean for me?  
 

Week 1: 
We will send out an email to collect your supervisor information (who line manages who in 
your team) from your matron and speciality manager or department head. This is the 
supervisor hierarchy. You may be asked to supply some of this information.  
 
Week 2/3: 
The supervisor hierarchy information is returned and we input into ESR to set up your 
team(s) supervisor hierarchy.  
 
Week 4: 
You will be notified that you are live with supervisor self-service and advised next steps 
and the resources available to help you.  
 
Ongoing: 
Utilising supervisor self service and notifying us of any changes in your hierarchy. 



Manager/supervisor dashboard  
We are starting by rolling out the recording of appraisal dates and managing pay 

progression for your staff.  
You can view personal information such as home address and contact details for 

your team members via your dashboard also. 
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Portlets  

Team Appraisals 

Team  Appraisals  Cont. 

My Team Pay Progression 

Team Actions 

Organisation Chart 

A visual representation of 
current appraisal compliance 

for your hierarchy  
(this includes new starters) 

 
Clicking here will allow 

you to view existing 
appraisals within your 

teams hierarchy, record 
new appraisal dates & 

upload completed 
appraisal documentation.  
‘How to’ guidance will be 

available to show you 
how to do this. 
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Portlets 
 

Team Appraisals 

Team Appraisals Cont. 

My Team Pay Progression 

Team Actions 

Organisation Chart 

Shows current compliance 
within your hierarchy 

(this includes new starters) 

Clicking here will show you two 
options: 

Appraisals by Organisation & 
Manage Appraisals Due. 

Clicking on either of these will 
open up a Business 

Intelligence (BI) report detailing 
upcoming appraisals 
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Appraisals by Organisation 

Useful for appraisers who manage 
staff over multiple areas, this BI 
report will allow you to see a 
summary of the compliance at 
different organisational levels. 

Manage appraisals Due 

This BI report allows the named 
supervisor to monitor when 
appraisals are due for their team. A 
drop down box can filter this list by 
Due now, 1 month, 3 months and 6 
months 
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Portlets 
 

Summarises any 
upcoming (next 7 days) 
date related actions held 

in ESR for your team  
eg fixed term contract 

end, appraisal  

Clicking here will allow 
you to scroll through 
your ESR calendar to 

see any upcoming 
events for your team 

members 

Team Appraisals 

Team Appraisals Cont. 

My Team Pay Progression 

Team Actions 

Organisation Chart 
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Portlets 
 

Team Appraisals 

Team Appraisals Cont. 

My Team Pay Progression 

Team Actions 

Organisation Chart 

Click to see staff in your 
reporting hierarchy chart. 
The information you see 

depends on how your 
dept. hierarchy structure 

has been set up.  
Please see note below 

re: keeping your 
hierarchy up to date.  

Once your organisation  
chart is launched click on 

actions under staff 
members name to  bring 
up menu and view staff 
members  information 

directly  
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Notifications 
 Any notifications will show in 

the top right hand corner of 
your manager/supervisor 

dashboard 

Clicking on the icon will give 
you a list of all your 

notifications. Most will be for 
information only but you are 
required to acknowledge that 

you have read them 

Providing you have an NHS mail 
address recorded in ESR, notifications 
will be sent to your ‘in box’ where you 

can read/action them.  
A ‘How to Guide’ is available  
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If you have any queries regarding the 
implementation of your  

ESR supervisor self-service 
  

please contact  
your speciality manager, deputy HRBP or   

ESR Self-Service  
ruh-tr.esrselfservice@nhs.net   

 
Thank you 
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