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Back to Basics – Award Rules 
FAQs


Pay Elements

Q: Where in Optima ca we find the Change Pay Element Details?
A: Reference Data > Payroll > Pay Elements

Q: Would there ever be a reason to not use the Level 2 & 3 details on the pay element?
A: Yes, this depends on the element being set up. For example basic enhancements and overtime would only need the Level 0 and Level 1 detail filled out as all you’re sending to ESR is the hours worked for that.
Level 2 & Level 3 details would be for the more complex pay elements, this would be on-calls, call outs or locally set up elements.

Q: What information do we need to request from ESR/Payroll teams when setting up a new pay element in Optima?
A: We would recommend sending a screenshot of the pay element set up to your payroll teams to show how Optima requires the information for them to then send this through.


Award Rules
Q: We have some award rules set up as the ‘Other’ category, is this correct?
A: This depends on what the award rules are, it’s not wrong necessarily, and if it is working as required then don’t change it.

Q: Are award rules only visible to users if we add the unit or enterprise contracts?
A: If the award rule has no units or contracts against it this is then applicable to all units and all contracts within those units. There is new functionality that came in in 11.3.2 that gives the option, similar to rules, to select ‘only applies to’ or ‘applies to all except’ on the award rules.

Q: If the award rule is set to an occasion and the timesheet splits due to the break, will this then pay 2 occasions or just one?
A: That should just be one session. The caveat to this is where an organisation has it configured to pay a session or payment for things like on calls and a weekend – in that instance those organisations may choose to pay 2 occurrences. If that's the case, you will have to have two separate shifts because the occurrence will only apply once per shift, so you might have a 00.00-12.00 one occurrence and then 12.00-00.00 on a Saturday, and that's two. So you get 2 occurrences on your pay extract.

Q: Currently award rules apply to the specific shift grouping, night/day etc. – could the award rules be applied to the specific shifts themselves, so early, late, long day etc.
A: This is a question for Product Management and should be raised on the Ideas Portal  https://rldglobal.ideas.aha.io/portal_session/new  

Q: Is there any documentation that explains each award rule option?
A: Yes there is the master payroll guide, available here  https://www.allocate.support/hc/en-us/articles/4409280624402-HealthRoster-Payroll-System-Administrator-Payroll-Configuration 

Q: Is there a way to identify if you have allocated the wrong overtime to a part time worker?
A: You can use the Timesheet Breakdown List Report. This can be filtered by the specific award rule and down into a unit level as well.
A contracted hours column is being added to that report to then make it easier to identify part time and full time workers as well – this would be total contracted hours.

Q: Could person groups be used to control the appropriate award rules to determine whether it would excess hours or overtime hours being applied when assigning overtime?
A: Yes it could be but that is a very manual process. Could also look at using posting types but again that would require a lot of manual interventions to ensure it is still accurate.

Q: If you do use person groups on your award rules, if an employee in a person group either leaves that posting or the organisation does this remove them from that group?
A: No, not at the moment. If not already this would need to be logged on the ideas portal  https://rldglobal.ideas.aha.io/portal_session/new

Q: If we have HARE turned on will this cause issues with system speed?
A: Yes it will. HARE awards and re-awards the award rules constantly so this will have an impact on the speed of the system. Generally, for NHS customers, HARE is only advised to be turned on for Christmas pay – and only when Christmas falls at a weekend so a complex pay set up is required. Other times HARE should be off – unless you have a specific advanced pay set up, but this would have been explained at implementation and will be documented for your organisation.

Q: Can you have the same priority number on the award rules?
A: Yes technically you could, but unless there are different applicability’s it would pay both at the same time. For example, Night and Unsocial both set with priority of 8 – but the night award rule is only applicable on Night shift types and the unsocial award rule is only applicable on Day shift types. This would then ensure both award rules are not applied at the same time.

Q: What happens to a shift that starts as a normal day shift but that goes into Late or Night enhanced periods?
A: The system will recalculate whatever award rule should be applied. An example of this would be if you work a 14.00-22.00 shift on a normal weekday:
14.00-20.00 – no enhancement as it’s a normal weekday
20.00-21.30 – unsocial enhancement as this has a higher priority than the night and also the 50% rule doesn’t kick in as its not gone over the night hours
21.30-22.00 – night enhancement
The timesheet would show the different enhanced payments to reflect the time breakdowns.


Pay Flags
Q: How do you assign a payflag to a vacant duty?
A: This functionality came in the 11.3.1 release of Optima. You can right click against the duty and select ‘Assign Pay Flag’.

Q: Are pay flags visible in employee online, particularly for vacant shifts sent out to bank that the staff can see if there is an incentive on the shift.
A: Yes these should be visible on bank duties

Q: Is it possible to have multiple pay flags attached to a single duty?
A: Yes, this is definitely possible.


Timesheets & Pay Scenarios
Q: What does the earned time column mean on the timesheet?
A: This is not for the UK, it is just an automatic calculator and visible on the timesheet. 

Q: What is the difference between pay time and work time?
A: Pay is if it spart of your contracted hours, so pay time will always show and be triggered against a pay element that will be assigned for things like basic hours enhancements, on calls possibly depending on the scenario. Work time is anything that’s paid extra, so work time will be for things like overtime and call outs.
The difference is pretty much contractual vs non-contractual.

Q: If an organisation pays the on-calls hourly, they then apply a call out to that on call it reduces the shift time. Will this then reduce the number of hours that will then pay against the on call rate?
A: Yes – this will depend on the award rule set up. If you want all of the on call hours to be paid alongside however many hours you get called out for you need to ensure the setting ‘All Overtime or Call Out not marked as counting towards contracted hours’ is ticked on the relevant award rule. 
If its unticked this will only pay the rest time left against the on call rate.

Q: How would a twilight shift be treated – in this scenario the shift is 16.00-00.00 - if the time after 20.00 is exactly 50% rather than more than 50%? So should the whole shift be night enhancement or should 4hrs be enhanced from 20.00-00.00 and the four hours before that be at the normal rate?
A: This will depend on there the break sits as to whether the 50% rule can then kick in. If the break is applied at 20.00, or even 19.45, for half an hour then the 50% rule is not going to trigger as less than half of the duty is in the enhanced period. However if the break was applied at 19.30, or earlier, then yes more that 50% of that duty would be applicable for the night/twilight enhancement.

Q: If you are applying different rates for on call, residential vs non-residential, do you have to use a different shift type for the same unit to avoid incorrect payment being received?
A: Yes there would need to be some sort of differentiator – so you could look at using the on call shift type for one and the sleep in shift type for another. You can still apply call out on top of those if they get called in.

Q: Would it be possible to set up a bank bonus that applies extra hours to a shift? For example, if working a long day you are paid an extra 2 hours or if working a night an extra 4 hours? So basic and enhancements if applicable.
A: If using basic award rule, which the UK does, then no. If it was advanced award rules then possibly but this is not something that is generally configured for the UK. 
If it wasn’t hours based, and it was just an additional payment being made then yes this could work. 

Q: We have a roster where half the team have on calls paid via their salary uplift and the other half are paid via sessional payments. Would this be configure using person groups?
A: Yes, we would definitely recommend person groups for that scenario, but again you would need to factor in the admin time to ensure this is kept up to date.

AOB
Q: If we are UK based, can the non UK options on the system be hidden?
A: this is a question for Product Management and should be raised on the Ideas Portal  https://rldglobal.ideas.aha.io/portal_session/new 

Q: When should cost element definitions be created and when are they used?
A: There will be some already created ‘out of the box’ when you first get the system. These, at a very basic level, are used to provide the indicative costs on duty – these are pulled from the grade contract where you set the salary range and unsocial uplifts. 
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These pay rates, when attached to the contract, use the cost element definitions to define the rate being added to the contract.
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