Report of the Strategic Director of Customer and Support Services

To Customer and Support Services Scrutiny Committee

23rd October 2006

SAP HR UPDATE

The purpose of this report is to update members of the Customer and Support Services Scrutiny Committee with progress in relation to a number of SAP HR projects currently in progress.

Organisation Structures

Organisation structures held on SAP are now significantly more accurate than earlier in the year. Regular workshops have been held during the year with key HR and accountancy representatives from all directorates attending. These workshops have developed more robust processes for maintaining organisation structures and training has been provided to HR teams to facilitate this process.

After some technical problems an additional software product OrgPlus has been installed and is in the process of being rolled out to HR teams so that organisational relationships can be set up in SAP which will enable structures to be displayed in a “family tree” format which should help further with the understanding and maintenance of structures.

Work Schedules

The implementation of work schedules which enable the working hours of all employees to be correctly recorded has been delayed due to the absence of a key member of staff and also the need to undertake a priority project to support the job evaluation exercise (see below). Details of employee’s actual hours have been collected for all directorates and SAP training has been provided to fully understand configuration options. The range of different work schedules have been identified and subject to some system design issues being resolved it is planned to go live with Customer and Support Services employees in November/December 2006 with other directorates to follow by February 2007.

The implementation of work schedules will improve the accuracy of sickness records but based on the data collected from directorates there are relatively few staff who do not work a regular daily work pattern and therefore the overall percentage sickness rate should not change significantly although the number of days lost per employee should reduce.

Job Evaluation

In order to assess the impact of the implementation of job evaluation on the council and to devise a new pay structure it was necessary to develop complex programs to extract details of employee’s pay and allowances from SAP. This work was completed in August 2006 and is facilitating pay modelling currently being undertaken by HR. This project was not planned at the start of the year and has had an impact on the delivery of other solutions – particularly work schedules.

Multiple Employments

In the previous update report it was envisaged that it would be possible to go live with some multiple employment staff in June 2006. Following testing of the SAP solution it became evident that further configuration was necessary and more stringent payroll testing was required before we were in position to go live. Consultants were engaged to resolve the configuration issues and SAP testing has been completed. The payroll team have developed a range of scenarios to fully test that the solution is producing the correct payroll results. Subject to testing being completed successfully by the end of October it is proposed to parallel run a group of employees in November 2006 and to go live in December. However any system faults identified during testing could delay this implementation date. There is also a need to redesign payslips for staff with multiple employments to separately identify the payments relating to each job.

Absence Recording

An on-line form for completion by managers has been used by some directorates since 2005. The form has since been re-designed taking on board a number of comments and improvements recommended by users and was re-launched in April 2006.

HR are leading the roll-out of the form across directorates and it is currently being used by Customer and Support Services. Environment, Housing and Planning, Chief Executive, NPHL and Urban Vision. Community Health and Social Care are piloting the form and plans are being prepared to roll out the solution for Children’s Services. Schools are also showing interest in using the form to record absences for their staff.

Once the form is fully utilised by all directorates it should further improve the accuracy of sickness records and emphasise the role of managers in absence management.

The on-line form enables managers to view the last six months sickness for their employees which should provide the information to check if staff had hit absence trigger points. Currently managers are not automatically alerted by e-mail as trigger points are reached but it is proposed to pursue this idea with ICT colleagues to assess the technical issues involved.

As part of the roll-out process there is a need to re-emphasise the responsibilities of managers in relation to absence management.

The use of SAP for recording other types of absence including annual leave, flexi-leave, carer’s leave, jury service etc. is being piloted by Chief Executive’s and the SAP team with a view to its wider utilisation across the organisation.

Capella Reports

Capella is a software product used to distribute key reports to managers by e-mail immediately following a month end. There are typically three reports issued monthly to managers:

· Budget monitoring report

· Organisation list

· Absence report

These reports have now been successfully rolled out to all council directorates and have been generally well received. The aim of the reports is to provide management information and also identify any data problems at an early stage which should improve the maintenance of accounts, organisation structures and absence records. Further information on how to access and use the reports is included in training courses delivered to budget managers.

In the last three months the format of the budget monitoring report has been redesigned to improve understanding by managers and feedback has been positive.

Personal Data Audit

In March 2006 all council staff (excluding schools) were issued with a letter requesting them to update their personal data records and to provide details of training and qualifications. Around 65% of staff returned the forms and all personal data has now been updated in SAP following joint input exercises by payroll and HR staff. Training records are more complex to update and further sessions are planned to complete the input of these records.

Staff Appraisals

SAP has been configured to hold the appraisal dates of employees and these are now held although there are maintenance problems in getting regular updates from managers of appraisals completed.

Work is currently in progress to develop a comprehensive appraisals system based on the council’s competency model. SAP training has been undertaken and workshops have been held to consider system design issues. A test system has been developed to enable better consideration of configuration options and to progress the development of the solution. There are also other implications such as the relationship to the Performance Management Framework system and at this stage it is too early to plan go-live dates. The roll-out of the system will however be a major undertaking to embed the system across the organisation.

MySAP

In order to progress a wide range of SAP developments it was necessary to upgrade the council’s existing SAP licence to a mySAP licence which was completed in April 2006. This gives the ability to roll out Employee Self Service, Manager Self Service and Business Warehouse across the network to around 4,500 staff. 

The hardware on which SAP runs has been upgraded to provide additional capacity (and also establish a disaster recovery version of the system) and the software upgrade is nearing completion. SAP team members have attended a range of courses to enable implementation of the solutions and also to reduce the reliance on SAP consultants.

Following the recent completion of training detailed project plans are being developed in consultation with key stakeholders.

Payroll Support

In addition to progressing the above development projects the SAP team provide ongoing support to HR and payroll. Significant progress was made this year with statutory year-end payroll returns and forms which were all completed in advance of the previous year as follows:

P11D issued to employees

28/04/06
(last year 6/07/05)

P60 to employees


08/05/06
(last year 31/05/06)

P35 (tax return) to HMRC

05/05/06
(last year 26/05/05)

Other Projects

The SAP team are also responsible for the development and support of other resource management solutions in addition to HR related projects. This year a major project has been undertaken to provide an SAP fleet management system to Environmental Services for the management of the council’s vehicle fleet. This solution went live in July 2006 and should provide improved management information, streamlined processes and integration with SAP financial systems.

As the organisational structure of the council changes additional work is required to set up new companies on SAP where required. Over the last six months new company structures for the Urban Regeneration Company and Manchester Port Health Authority have been established along with changes to associated processes.

Geoff Topping

17 October 2006
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