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Analysis for ‘Athena Swan Reporting’ and ‘Automation of the Parental Leave Payments’ have been carried out as part of this project.   The reason for including these within the same analysis project has been to understand and identify the overlap that exists.  This is specifically in relation to employees that take advantage of the parental leave types available (maternity, adoption, paternity, shared parental and parental leave).  The overlap has been identified and is documented in Section 3.4.1 Overlap of data fields.  

Although there was one Business Brief produced covering both Athena Swan Reporting and Automation of the Parental Leave Payments, this Business Requirements Document contains Athena Swan Reporting requirements only.  A separate requirements document will be produced in relation to the Automation of Parental Leave Payments.

[bookmark: _Toc434395510]Overview

The ‘Athena Swan’ project will undertake business analysis in order to deliver a business requirements document identifying:

· the requirements for data capture for Athena Swan
· the reporting requirements for Athena Swan
· any overlapping requirements between this project and the project which will automate the calculation of pay relating to maternity, paternity, adoption, shared parental and surrogacy leave
· whether or not the Athena Swan requirements can be implemented ahead of the Automation of the calculation of pay relating to maternity, paternity, adoption, shared parental and surrogacy leave
· any dependencies between requirements, such as the order in which certain requirements may have to be implemented
· a recommendation as to how these requirements might be delivered - for example as one single or two separate implementation projects
· a recommendation as to suitable timescales and timelines for these implementations

The ‘Automation of the Parental Leave Payments’ project will undertake business analysis in order to deliver a business requirements document identifying:

· the requirements needed to automate the calculation of pay relating to maternity, paternity, adoption, surrogacy and shared parental leave, hereafter referred to as parental pay
· the requirements needed to enable HR to manage and monitor all aspects of parental leave

[bookmark: _Toc434395511]Athena Swan

The Equality Challenge Unit's Athena SWAN Charter was established in 2005 to encourage and recognise commitment to advancing the careers of women in science, technology, engineering, maths and medicine (STEMM) employment in higher education and research.

In May 2015 the charter was expanded to recognise work undertaken in arts, humanities, social sciences, business and law (AHSSBL), and in professional and support roles, and for trans staff and students. The charter now recognises work undertaken to address gender equality more broadly, and not just barriers to progression that affect women.

The University and all its STEMM Schools/Departments hold Athena SWAN awards which will be due for renewal/upgrade in the period of the next 1- 3 years. Data is required to enable the University and each School to measure progress and provide commentary in support of a renewal or upgrade, and to develop initiatives and subsequent action planning.
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Data on Parental Leave uptake/return rates, flexible working and related policies is fragmented. This is because it is currently held in different places e.g. College HR, individual Schools and by means of manual systems e.g. spreadsheets. Additionally the data is not maintained in a consistent format which makes gathering, collating and interpreting the data time consuming and inefficient. This fragmentation also applies also to managing the related processes. Payroll holds some of the information in paper format which is not held by either HR or individual Schools.

Management Information (MI) is required to enable the Athena Swan data that is captured to be easily accessed when the University or any of the Departments are due to renew/upgrade their Athena Swan award.

· The project will identify what the reporting requirements are.

It is expected that majority of the work in the subsequent implementation project would be undertaken by the HR Systems Manager supported by the Payroll Technical Support Manager who will therefore both be key stakeholders.  
[bookmark: _Toc434395513]Objectives

To understand and document the data that must be captured for Athena Swan

To understand and document the changes required to the existing processes which would enable capture of Athena Swan data

To understand and document reporting requirements related to parental leave.

To identify any areas of overlap or dependency between Athena Swan and Automation of calculation of pay relating to maternity, paternity, adoption and surrogacy leave
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The Athena Swan requirements that have been investigated as part of the analysis project are those that involve the production of data by UHRS and/or Devolved HR either via BI Suite or by collating manual records held locally in Devolved HR and/or schools.  

UHRS are responsible for the completion of the Athena Swan Higher Education Institute (HEI) application requiring access to university wide data.

Individual Schools are responsible for the completion of the Athena Swan Department application requiring access to data relating only to the employees in their own school.

There is no concept of college level Athena Swan award.

The list of Athena Swan Requirements (as documented in the HEI and Department Application Forms) for which data is supplied by UHRS and/or Devolved HR can be found in Section 10 Appendix 1 - Athena Swan Requirements.

Athena Swan Reporting available
It has been established following conversations with Chemistry, SCE Devolved HR and UHRS that some data is currently captured by existing HR processes, is already reportable and requires no change.  The Athena Swan requirements to which this applies are in relation to:

· Staff Numbers (Academic/Research and Professional/Support Staff)
· Leavers
· Job Applications 

The data items that are already reported for these requirements can be found in Section 11 Appendix 2 – Athena Swan existing reportable data.

Athena Swan Reporting partially available
It has been established following conversations with Chemistry that there is some data that is reportable but has to be merged manually with locally recorded data for inclusion in the Department Athena Swan Application, this is in relation to:

· Application for Promotion* 

*Schools operate a Schools Promotion Panel where applications are screened prior to successful applications being sent on to the College Promotion Panel.  The data used by schools in the Department Athena Swan Application is number of applications to the Schools Panel and final success rate which requires manual recording of data and manual collation of information.

The data items that are currently reported for this requirement can be found in Section 11 Appendix 2 – Athena Swan existing reportable data.

Athena Swan Reporting not available
The Athena Swan Requirements for which data is not currently captured centrally and reportable are detailed in Section 3.3.1 – In Scope.

[bookmark: _Toc434395515]In Scope

The Athena Swan requirements that are in scope to be taken forward into the technical project are those that currently require manual tracking and collation of data (refer to Section 10.2 Athena Swan reporting partially available and 10.3 Athena Swan reporting not available):

· Application for Promotion (application to school panel data only)
· Maternity Return Rate (and proportion of staff remaining in post 6, 12, 18 months after return from Maternity Leave
· Staff whose contracts were not renewed while on Maternity Leave
· Uptake of:
· Paternity Leave
· Shared Parental Leave
· Adoption Leave
· Parental Leave 
· Application for Flexible Working  - formal requests only
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The Athena Swan requirements that are agreed as out of scope for the project are:

· Job Applications – longlisting of candidates
· Student Data
· Staff submitted to the Research Excellence Framework (REF)
· Training
· Appraisal/Development Review
· Representation by gender on Senior Management Committees
· Representation by gender on Influential Institution Committees
· Outreach Activities
· Application for Flexible Working - informal requests

[bookmark: _Toc434395517]Business Dependencies and Constraints

In order to implement the Athena Swan reporting requirements there are certain data fields that are currently captured locally that will require to be captured centrally.  Some of these data fields are also required to automate the parental payments calculation.  Parental leave functionality is currently switched off in Oracle and will require to be enabled to automate Parental Leave calculations and payments.  Depending on the order that these 2 projects are implemented, some work will be required in Oracle to ensure that parental leave calculations and payroll are triggered only at the appropriate time.
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It has been identified that the data fields that are required by both the Athena Swan Reporting Project and by the Automation of Parental Calculations Project are:

· Maternity Leave Start Date
· Maternity Leave End Date
· Paternity, Adoption and Shared Parental Leave Start Date*

The data required to Automate Parental Calculations is not limited to the data fields listed above, additional information will be required.

*It should be noted that although uptake of parental leave is in scope for Athena Swan Reporting it is not in scope for the Automation of Parental Pay Calculations Project. 

The Oracle Business Experts have confirmed that it will be possible to provide a facility using either ‘Extra information types’ or ‘Other authorised absence’ fields within Oracle to capture Athena Swan Data ahead of implementing the Automation of Parental Leave Payments.  
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N/A
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	AHSSBL
	Arts, Humanities, Social Science, Business and Law Departments

	HEI
	Higher Education Institution

	MI
	Management Information

	REF
	Research Excellence Framework

	STEMM
	Science, Technology, Engineering, Mathematics and Medicine Departments

	UAT
	User Acceptance Testing

	UEMP
	University of Edinburgh Maternity Pay
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Business Processes

[bookmark: _Toc434395523]Athena Swan Business Process Description 

The University and all STEMM schools hold Athena Swan awards.  The charter is currently expanding and AHSSBL schools will now also be able to apply for an award.  

The University applies for the Athena Swan Higher Education Institution (HEI) award and the Schools apply for the Athena Swan Department award. The HEI application requests university wide data and the Department award requests data for the applying school only.  

Once an award has been granted at HEI or Department level it is necessary to reapply every 3 years.  There are 3 levels of award available; bronze, silver and gold:

· Bronze – once awarded it is not possible to renew bronze instead application must be for silver award
· Silver – once awarded it is possible to renew silver only once then application must be for gold award
· Gold – once awarded this must be renewed every 3 years, this is the highest level that can be awarded

The levels of award vary in terms of the amount of data and supporting text requested.
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The UHRS Athena Swan Representative with responsibility for completing the HEI application begins collating the required data a few months in advance of the HEI application due date.

The data which is currently reportable is requested from UHRS and returned for manipulation and inclusion in the application.

Where data is not currently reportable there is a reliance on Devolved HR and Schools tracking the data manually and providing this on request.  On receipt of the data, the HEI Athena Swan representative manually merges, sorts and filters the data to obtain the format required to include in the application.  This is time consuming due to the number of areas involved and the data being returned at different times and in differing formats.










HEI Application ‘as-is’ process map
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Schools are responsible for their own Athena Swan applications.  The Athena Swan Representative in the School with responsibility for completing the application begins collating the required data a few months in advance of the Department application due date, this is done by contacting the School Administrator.  

The school administrator requests/accesses data from multiple sources:
· Directly from BI Suite*
· UHRS - either directly or via Devolved HR
· Devolved HR
· Director of Professional Services
· Own manual records held

*It should be noted that not all schools have access to BI Suite to produce the required data themselves.  Where this is the case, the data is supplied by UHRS directly or via Devolved HR.

The school administrator spends time collating and manipulating the data into the required format before sending to the School Athena Swan Representative for inclusion in the Department application.
Department Application ‘as-is’ process map
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The proposed processes for both HEI and Department applications is to remove the need for the Athena Swan data to be manually tracked by Devolved HR and Schools.  This will be achieved by providing the facility to centrally record the required data and report on it.  If the report contains protected characteristics UHRS will access the report and provide only a sub-set of data to the requestor, alternatively Devolved HR and Schools will be able to access the report directly.

Following implementation and until all data that is to be included in the Athena Swan Applications are centrally recorded and reportable, it will be necessary to identify whether there are any gaps and provide data held locally (if applicable) for use along with the reportable data. 
HEI Application ‘to-be’ process map


Department Application ‘to-be’ process map
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The Athena Swan requirements request data relating to the following processes:
· Application for Promotion
· Maternity Leave
· Paternity Leave
· Adoption Leave
· Shared Parental Leave
· Parental Leave
· Application for Flexible Working

High level processes are described below.  Refinement (if required) and communication of these will take place within the Technical Project.
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Application for Promotion data required for Athena Swan are already partially captured and reported (college panels recorded only), the process that is currently in place will continue.  However there are additional steps required to take place within the new ‘to be’ process:

· Nominated administrator (at School level) centrally records application for promotion to the school panel
· School administrator to centrally record onward submission of successful applications to the college panel
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The maternity and adoption processes are very similar and have been mapped together (see Appendix 3 Maternity/Adoption Process).

It should be noted that the processes may vary between colleges and schools.  However, it is expected that the overall high level flow will apply to all.  

The high level process in relation to capturing the Maternity/Adoption data for Athena Swan reporting are as follows:

1. Employee notifies Manager (or School Administrator/Director of Professional Services/Devolved HR) of pregnancy/adoption  
2. Devolved HR are informed of pregnancy/adoption and contact the Employee (via email/letter/face to face meeting) to confirm the options available
3. Employee decides on the option they wish to take and leave start date.  They confirm these details to Manager (or School Administrator/Director of Professional Services/Devolved HR) and provide original MATB1/Matching Certificate
4. Devolved HR record details of the pregnancy/adoption on a locally maintained spreadsheet which includes the Employees chosen leave start date
5. Devolved HR produce and send a letter to the employee enclosing an agreement to be completed and returned detailing their chosen option and start date.   If leave start date subsequently changes as a result of the baby being born early Devolved HR prepare and issue updated letter (copying School Administrator and Payroll) and update local spreadsheet
6. Payroll receives copy letter and original MATB1/Matching Certificate  
7. School Administrator receives copy letter
8. School produce Notification of Maternity/Adoption and send to payroll when employee commences leave
9. Payroll manually calculate employees maternity/adoption pay based on information supplied in the copy letter received from Devolved HR and Notification of Maternity/Adoption Form from School Administrator.
10. Payroll ensure that adjustments have been added to payroll on monthly basis to ensure employee receives correct payment
11. Devolved HR liaise with the employee prior to unpaid leave commencing 
12. Employee makes arrangements with Manager regarding plans to return to work and Manager provides confirmation to School Administrator.
13. School Administrator adds employees Maternity Leave End date to the Notification of Maternity/Adoption and sends to Payroll
14. School Administrator inform Devolved HR of the employees maternity leave end date.  Devolved HR update local spreadsheet
15. Payroll update Oracle to ensure that employees normal monthly pay is resumed with effect from their Maternity Leave End date
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The Oracle Business Experts have confirmed that it will be possible to provide a facility using ‘Other authorised absence’ fields within Oracle to capture Athena Swan Data ahead of implementing the Automation of Parental Leave Payments.  Devolved HR and UHRS will have the relevant authorisation to add this data.

The existing process will be retained with the addition of the following extra steps:

· Devolved HR will add the maternity start date in Oracle once this is confirmed by the employee
· Devolved HR will add the maternity end date in Oracle when notification is received from the school administrator of the employees return to work
Maternity/Adoption ‘as-is’ and ‘to-be’ process map
Refer to Appendix 3 which shows the combined Maternity/Adoption ‘as-is’ and ‘to-be’ process.  The ‘to-be' process steps are coloured yellow.
[bookmark: _Toc434395534]Paternity ‘as-is’ process
The high level process in relation to capturing the Paternity data for Athena Swan reporting are as follows:

1. Employee contacts Manager (or School Administrator/Director of Professional Services/Devolved HR) to discuss paternity leave.  
2. Devolved HR are informed of request for paternity leave and communicate with employee regarding forms to be completed. Note – this does not happen in all Colleges/Schools.
3. Employee completes and returns Application for Paternity Leave along with SC3 and send to Manager for authorisation
4. Manager authorises application and sends forms directly to Payroll
5. Payroll manually calculate employees paternity pay based on forms received and ensure that the correct adjustments have been added to payroll for the relevant month(s) to ensure employee receives correct payment.
6. Employee takes paternity leave and returns to work afterwards

[bookmark: _Toc434395535]Paternity ‘to-be’ Process
The Oracle Business Experts have confirmed that it will be possible to provide a facility using ‘Other authorised absence’ fields within Oracle to capture Athena Swan Data ahead of implementing the Automation of Parental Leave Payments.  Devolved HR and UHRS will have the relevant authorisation to add this data.

The existing process will be retained with the addition of the following extra steps:

1. The school administrator will send an electronic copy of the authorised application for paternity leave to Devolved HR 
2. Devolved HR will add the Paternity start and end dates in Oracle
Paternity ‘as-is’ and ‘to-be’ process map
Refer to Appendix 4 which shows the combined Paternity ‘as-is’ and ‘to-be’ process.  The ‘to-be’ process steps are coloured yellow.
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Shared parental leave is a new policy for which there is no ‘as-is’ process.  

  Shared Parental Leave Guidance including the new SPL Policy and Flow Charts have been published on the University Website earlier this month and can be accessed via the following link:

http://www.ed.ac.uk/human-resources/policies-guidance/leave-absence/shared-parental-leave

It is proposed that the Technical Project allows for some analysis time to review the Policy and agree the SPL ‘to be’ process with the relevant stakeholders.
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Employees request Parental leave* on an infrequent basis as other suitable alternatives are usually exhausted first.  The process is localised with requests processed on an ‘as-required’ basis.  As a result there has been no ‘as-is’ process mapped out.

*The University Parental Leave Policy states that an employee is able to take up to 18 weeks unpaid leave for each of their children/child they have parental responsibility for until the child reaches the age of 18.  Normally no more than 4 weeks unpaid leave should be taken in any calendar year.  

Due to policy similarities, the Parental leave high level ‘to-be’ process has been based on the Paternity Leave Process as follows:

1. Employee contacts Manager (or School Administrator/Director of Professional Services/Devolved HR) to discuss parental leave.  
2. Devolved HR are informed of request for parental leave and communicate with employee regarding form to be completed
3. Employee completes and returns Application for parental Leave and send to Manager for authorisation
4. Manager authorises application and forwards form to Payroll with electronic copies to Pensions and Devolved HR
5. Payroll ensure that the correct adjustments are added to payroll for the duration of the absence to ensure employee receives correct payment.
6. Devolved HR add the parental leave start and end dates in Oracle
7. Employee takes parental leave and returns to work once they have taken the agreed amount of time off
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Employees can request and be granted a flexible working pattern on a formal or informal basis.  Informal requests are not in scope for the project.

There are currently some fields in Oracle that were delivered to allow the tracking of ‘successful’ flexible working requests.  Use of these fields are currently being used by MVM and ISG.  

The high level ‘to be’ process for recording flexible working requests is:

1. Employee completes flexible working application and submits to their Manager
2. The manager considers the flexible working request and discusses with the employee on how this might be accommodated. 
3. Manager responds in writing to the employee
a. Successful – Manager confirms the agreed working pattern, effective date and any contractual changes.  Section 2a of the flexible working application is completed and send to Devolved HR to action any contractual changes and file the request
b. Unsuccessful – Manager declines the change in working pattern and provides reasons for the decision.  Section 2b of the flexible working application is completed and sent to Devolved HR to file the request
4. Devolved HR will action any contractual changes and update oracle with the relevant flexible working fields (Data will be captured by Devolved HR in all Colleges/Support Groups).
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Business Requirements

The business requirements have been assigned a priority as follows:

Mandatory (M) – Mandatory requirements to meet business needs
Highly Desirable (HD) – Should have if possible although there is alternative way to satisfy the requirement 
Desired (D) – Nice to have but not necessary requirements
Wont (W) – Won’t have requirements have been agreed by stakeholders as least critical

[bookmark: _Toc434395540]Functional Requirements

The owner of each of these functional requirements is June Bell, Athena Swan Business Lead and Head of HR for Science and Engineering.

5.1.1) Capture the additional Application for Promotion data for Athena Swan Reporting

	ID
	Requirement
	Category

	a
	The system must provide the facility to capture Applications for Promotion that are submitted by employees to the School Panel.  The data that must be captured at assignment level is:

· Financial Year (pick from valid financial years)
· Academic Title Sought 
· Manager/HoS Support (Yes/No)
· Current grade
· Grade sought
· Outcome (Successful, Unsuccessful) 
· Application to School Promotion Panel
·  Success at School Panel

Notes:
The Application for Promotion data used by schools in the Department Athena Swan Application is number of applications to the Schools Panel, applications forwarded to the college panel and the final success rate (based on the decision made by the college panel).  Currently this data is obtained by merging locally recorded data and data from BI Suite.

	M

	b
	The system should provide the facility to allow the retrospective capture of data.  

College data exists for 5 years and any retrospective data added should reflect this.

Notes:
This facility will enable schools/college to decide whether or not historical data that will be required to be reported next time they renew should be added to the system.
It is assumed that any retrospective data would be added by the schools and would be subject to agreement and availability of resource and data.  It is anticipated that this will be a resource intensive task that would require justification.
	D

	c
	Applications to school panel for promotion and Success at School panel data will be entered by a nominated Administrator (at School level) for employees in their School. Devolved HR will also have access to this.
	M

	d
	The development should be able to be extended to other colleges and groups (CSG/USG/ISG) and their equivalent Schools/Divisions within the organisational hierarchy structure.

This will be taken forward by the HR Executive (not part of SCE010).
	HD



5.1.2) Capture Maternity Leave data for Athena Swan Reporting

	ID
	Requirement
	Category

	a
	The system must provide the facility to capture Maternity start and end dates for employees taking and returning from Maternity Leave.  The data that must be captured at person level is:

· Leave Type (Maternity)
· Maternity leave start date 
· Maternity leave end date

Notes:
Maternity leave end date is the date of return to payroll.  Physical return to work date may be different as the employee may opt to take annual leave before returning to work.
	M

	b
	The system should provide the facility to allow the retrospective capture of Maternity leave start date and Maternity leave end date.  This may involve the requirement to insert an absence between 2 existing absences.

Notes:
This facility will enable schools/college to decide whether or not historical data that will be required to be reported next time they renew should be added to the system.
It is assumed that any retrospective data would be added by Devolved HR and would be subject to agreement and availability of resource and data.  It is anticipated that this will be a resource intensive task that would require justification.
	D

	c
	The system must be able to record each instance of Maternity Leave taken by an employee. 

Notes:
Although uncommon, it is possible for an employee to have 2 back to back instances of maternity leave with no physical return to work in between. The system will be able to cope with a period of maternity leave ending one day and another period of maternity leave beginning the following day. 
	M

	d
	Maternity leave start date and Maternity leave end date will be entered by Devolved HR for the employees in their College. 
	M

	e
	The development should be able to be extended to other colleges and groups (CSG/USG/ISG) and their equivalent Schools/Divisions within the organisational hierarch structure.
	HD

	f
	Maternity leave start date and maternity leave end date will be able to be entered by UHRS for any employee in the University.
	M

	g
	If the automated maternity calculation is not being/has not been enabled in Oracle, inputting Maternity leave start date and Maternity leave end dates to the system must not trigger a payroll calculation or cause payroll to fail which may result in the employee receiving no/incorrect monthly salary.
Note:
It will not be possible to use any of the data captured for Athena Swan as ‘Other authorised absence types’ for the automation of parental pay calculation.  Any data required would need to be rekeyed.  This will be fully considered during the Automation of Parental Pay Calculations Project when it is restarted.
	M

	h
	The input of Maternity leave start date and Maternity Leave end date must not cause issues or prevent the implementation of an automated maternity calculation in the future.
	M

	i
	The system should provide the facility to capture the University of Edinburgh Maternity Pay (UEMP) option that is selected by the employee.  The data that should be captured at person level is:

· UEMP Option 

Notes:
The UEMP options are as follows:
1. 16 weeks full pay
2. 8 weeks full pay and 16 weeks half pay
3. SMP only
In addition to the above maternity options, there are some staff (HGU/HRSU/Roslin) that have retained terms and receive full pay for a longer period.  Uptake of the retained option should also be captured
	D



5.1.3) Capture Paternity, Shared Parental, Adoption, Parental Leave data for Athena Swan Reporting

	ID
	Requirement
	Category

	a
	The system must provide the facility to capture an employees uptake of Paternity, Shared Parental and Adoption leave and the relevant start date of the leave.  The data that must be captured is:

· Leave Type (Paternity, Shared Parental, Adoption)
· Leave start date
· Leave end date

	M

	b
	The system should provide the facility to capture an employees uptake of Parental leave and the relevant start date of the leave.  The data that must be captured is:

•     Leave Type (Parental)
· Leave start date
· Leave end date
	HD

	c
	The system should provide the facility to allow the retrospective capture of the uptake of Paternity, Shared Parental, Adoption, Parental leave and the relevant start date.  

College data exists for 5 years and any retrospective data added should reflect this.  This may involve the requirement to insert an absence between 2 existing absences.

Notes:
This facility will enable schools/college to decide whether or not historical data that will be required to be reported next time they renew should be added to the system.
It is assumed that any retrospective data would be added by Devolved HR and would be subject to agreement and availability of resource and data.  It is anticipated that this will be a resource intensive task that would require justification.
	D

	d
	The system must be able to record the following leave types taken by an employee for each child born/adopted:
· Paternity
· Adoption
	M

	e
	The system will record only once that an employee has taken Shared Parental Leave for a child born/adopted regardless of the number of booking notices submitted and whether this has been taken as continuous/discontinuous periods.

Notes:
Employees are entitled to submit 3 booking notices for Shared Parental Leave.  Leave can be taken as a continuous period of leave or it can be taken in multiple discontinuous periods (if approved by Line Manager). 
	M

	f
	The system will record each instance of Shared Parental Leave in relation to each booking notice approved.

Note:
This requirement has been added following comment from the payroll Oracle Business Expert in order to future proof the requirements.  Athena Swan currently require the leave to be recorded only once, however, it could be recorded for each booking reference with only the data that is required being reported.  This reduces the risk of Athena Swan requirements changing and the data not being available.
In addition to recording each instance of Shared Parental Leave, consideration should be given to also recording whether the leave was taken as continuous or discontinuous periods.

30/05/16
Agreed with Susan McLaren, Caroline Wallace, Susan Duff and Elaine Wighton that this requirement will not be delivered as part of project SCE010.  The additional SPL data will not be reportable until automation of the payroll calculation is progressed and implemented.
	W

	g
	The system could record the Shared Parental Leave taken for ‘each’ approved booking notice (maximum of 3) for any child born/adopted and whether the leave was continuous or discontinuous.

Notes:
The statutory policy for Shared Parental Leave was approved by the HR Policy Development Group 30 September 2015 and published thereafter.  
UHRS have expressed an interest in understanding who is taking SPL (Mother or Father/Partner), how long SPL is being taken for and how the leave is being taken (continuous/discontinuous), this will assist in identifying patterns and will give a sense of family behaviours and uptake from a gender perspective.
This level of information is not requested by Athena Swan. 

30/05/16
Agreed with Susan McLaren, Caroline Wallace, Susan Duff and Elaine Wighton that this requirement will not be delivered as part of project SCE010.  The additional SPL data will not be reportable until automation of the payroll calculation is progressed and implemented.
	W

	h
	The system will record employees that have cut short their maternity leave and have subsequently taken Shared Parental leave for the same child born.
	HD

	i
	The system should be able to record multiple instances of Parental Leave taken by an employee for each child.

Notes:
Employees are entitled to take up to 18 weeks unpaid Parental leave for each of their children, providing they meet certain criteria.  The leave can be taken any time up to the child’s 18th birthday and is normally subject to a maximum of 4 weeks being granted in any one calendar year.  

30/05/16
Agreed with Susan McLaren, Caroline Wallace, Susan Duff and Elaine Wighton that this requirement will not be delivered as part of project SCE010.  The additional SPL data will not be reportable until automation of the payroll calculation is progressed and implemented.
	WHD

	j
	The Paternity, Shared Parental, Adoption and Parental leave data will be entered by Devolved HR for the employees in their college. 
	M

	k
	The Paternity, Shared Parental, Adoption and Parental leave data will be able to be entered by UHRS for any employee in the University.
	M

	l
	If the automated Paternity, Shared Parental, Adoption calculation is not being/has not been enabled in Oracle using existing screens, inputting Leave Type, Leave start date and Leave end date to the system must not trigger a payroll calculation or cause payroll to fail which may result in the employee receiving no/incorrect monthly salary.
	M

	m
	The input of Paternity, Shared Parental, Adoption, Parental start date must not cause issues or prevent the implementation of an automated calculations in the future.
	M

	n
	The development should be able to be extended to other colleges and groups (CSG/USG/ISG) and their equivalent Schools/Divisions within the organisational hierarch structure.
	HD




5.1.4) Capture data in relation to Flexible Working requests for Athena Swan Reporting
	ID
	Requirement
	Category

	a
	The system must provide the facility to capture data in relation to formal flexible working applications which are submitted in line with the university Flexible Working Policy and their success rates.  The data that must be captured is:
· Formal request for flexible working submitted? (Y/N)
· Formal flexible working request outcome (Accepted, Declined)
· Flexible working start date

Notes:
Flexible working fields were introduced in Oracle by UHRS and are currently only being used by MVM and ISG.  The existing fields are:
1. Flexible working (Informal, Yes, No)
2. Start Date
3. End Date
4. Comments
MVM and ISG capture formal and informal requests that have been agreed, there is currently no record of unsuccessful requests.
As well as amending the Flexible Working Fields in Oracle the business process would need to be amended and communicated to all relevant schools and departments.  

It has been agreed that there is no requirement for change to the existing Flexible Working fields to meet this requirement. 
 
Informal Flexible Working requests are out of scope for the project.

The definition of formal and informal needs to be agreed and the business process would need to be amended and communicated to all relevant schools and departments.  

	M

	b
	The system should provide the facility to allow the retrospective capture of data relating to formal requests for flexible working and the outcome.  

Notes:
This facility will enable schools/college to decide whether or not historical data that will be required to be reported next time they renew should be added to the system.
It is assumed that any retrospective data would be added by School Administrator or Devolved HR and would be subject to agreement and availability of resource and data.  It is anticipated that this will be a resource intensive task that would require justification.
	D

	c
	Flexible Working data will be able to be entered by Devolved HR for employees in their college.
	M

	d
	Flexible Working data will be able to be entered by UHRS for any employee in the University.
	M

	e
	Flexible Working data will be entered by a School Administrator for employees in their school.
	M




5.1.5) Data to be available for reporting via BI Suite

	ID
	Requirement
	Category

	a
	The new data fields must be reportable:

1. Financial Year (pick from valid financial years)
2. Academic Title Sought 
3. Manager/HoS Support (Yes/No)
4. Current grade
5. Grade sought
6. Outcome (Successful, Unsuccessful) 
7. Application to School Promotion Panel
8. Success at School Panel
9. Maternity leave start date
10. Maternity leave end date
11. Leave type
12. Leave Reason (maternity)
13. Leave start date
14. Leave end date
15. Formal request for flexible working submitted?
16. Flexible working request outcome
17. Flexible working start date

Notes:
The business have confirmed that PPIPMI is currently used for Athena Swan reporting and that the new data fields could potentially be added into this database.

	M

	b
	Data must be available for reporting for a minimum of 5 years to allow for sufficient data to be produced for inclusion in the Athena Swan submission.
	M




5.1.6) Reporting

The data that is captured for Athena Swan must be reportable, it is expected that this will be via BI Suite.

5.1.6.1) Application for Promotion

	ID
	Requirement
	Category

	a
	In order to provide data on the following Athena Swan requirement:

‘Applications from academic staff and professional and support staff for promotion and success rates by gender, grade, full/part time status’ 

without having to record data locally the following data must be accessible in a BI Report:

· Employee Number
· Gender
· Ethnicity
· Job segment 2
· Personal Job Title
· School
· Department
· Grade (current)
· Grade sought
· Successful/Unsuccessful
· Promotions process (formal grading panel)
· Academic
· Application to School Promotion Panel
· Success at School Panel
· Financial Year (pick from valid financial years)
· Academic Title Sought 
· Manager/HoS Support (Yes/No)
· Current grade
· Grade sought
· Outcome (Successful, Unsuccessful) 

Notes
Job segment will allow filtering of the data to enable professional and support staff to be presented separately to academic staff.
	M

	b
	As these BI Reports containing Application for Promotion data will include data with protected characteristics, they must be produced by UHRS and data filtered in accordance with the requesting area (Devolved HR have access to data relating to employees in their college and  Schools have access to data relating to employees in their school).  

Notes:
· Devolved HR and School Administrators/Director of Professional Services will not be able to produce the report themselves.
	M




5.1.6.2) Maternity Reporting

	ID
	Requirement
	Category

	a
	In order to provide data on the following Athena Swan requirements:

‘Maternity return rate (presenting professional and support staff and academic staff separately)’ 
and
‘Staff whose contracts not renewed while on maternity leave (present professional and support staff and academic staff separately)’ 

the following data must be accessible in a BI Report:

· Employee Number
· Primary Flag
· Job segment 1
· Job segment 2
· Job segment 3
· Employment Category (Contract Type)
· Contract End Date
· Leaving Reason
· Contract Review Date
· Full/Part Time Status
· Grade
· Leave Type
· Maternity Leave Start Date
· Maternity Leave End Date
· Termination Date
· Job Code

Notes
Job segment will allow filtering of the data to enable professional and support staff to be presented separately to academic staff.
The other additional information will allow schools to present data separately based as they wish (for example by grade and/or by full/part time status) as is done for some of the other Athena Swan requirements.
	M

	b
	In order to provide data on the numbers of employees that had a flexible working request agreed on return to work following maternity leave, Maternity BI Suite Reporting should also include the Flexible Working data fields:
· Formal request for flexible working submitted? (Y/N)
· Formal flexible working request outcome (Accepted, Declined)
· Flexible working start date

	D

	c
	In order to provide data on the Athena Swan requirement:

‘Proportion of staff remaining in post 6, 12 and 18 months after return from maternity leave (present professional and support staff and academic staff separately)’ 

A BI report must be able to identify employees that have returned from maternity leave and are still in post 6, 12 and 18 months after the recorded maternity leave end date. 
	M

	d
	Ability to report on Maternity data will be required by:
· UHRS - able to access university wide data
· Devolved HR - able to access data relating only to employees in their College
· School Administrators/Director of Professional Services - able to access data relating only to employees in their school
	M



5.1.6.3) Paternity, Shared Parental, Adoption and Parental Leave Reporting

	ID
	Requirement
	Category

	a
	In order to provide data on the Athena Swan requirement:

‘Uptake of Paternity, Shared Parental, Adoption and Parental Leave (present professional and support staff and academic staff separately)’

the following data must be accessible in a BI Report:

· Employee Number
· Primary Flag
· Job segment 1
· Job segment 2
· Job segment 3
· Full/Part Time Status
· Grade
· Leave Type
· Leave Start Date
· Leave End Date

Notes:
Job segment will allow filtering of the data to enable professional and support staff to be presented separately to academic staff.
The other additional information will allow schools to present data separately based as they wish (for example by grade and/or by full/part time status) as is done for some of the other Athena Swan requirements.

	M

	b
	Ability to report on Paternity, Shared Parental, Adoption and Parental Leave data will be required by:
· UHRS - able to access university wide data
· Devolved HR - able to access data relating only to employees in their College
· School Administrators/Director of Professional Services - able to access data relating only to employees in their school
	M

	c
	The system should report employees that have cut short their maternity leave and have subsequently taken Shared Parental leave for the same child born.

Presence of the UEMP Option will enable the identification of employees that have cut short their maternity leave.

Notes:
It will not be possible to deliver a single report to report to meet this requirement though the data will be recorded.
	D



5.1.6.4) Flexible Working Request Reporting

	ID
	Requirement
	Category

	a
	In order to provide data on the Athena Swan requirement:

‘Number of applications and success rates for formal flexible working by grade and gender’

the following data must be accessible in a BI Report:

· Employee Number
· Primary Flag
· Job segment 1
· Job segment 2
· Job segment 3
· Gender
· Grade
· Formal request for flexible working submitted?
· Formal flexible working request successful? (Y/N)
· Flexible working start date
· Flexible working (Informal, Yes, No)
· Start Date
· End Date
· Comments

Notes:
Job segment will allow filtering of the data to enable professional and support staff to be presented separately to academic staff.
The other additional information will allow schools to present data separately based as they wish (for example by grade and/or by full/part time status) as is done for some of the other Athena Swan requirements.

	M

	b
	As these BI Reports containing Flexible Working Request data will include data with protected characteristics, this must be produced by UHRS and data filtered in accordance with the requesting area (Devolved HR have access to data relating to employees in their college and  Schools have access to data relating to employees in their school).  

Notes:
Devolved HR and School Administrators/Director of Professional Services will not be able to produce the report themselves.
	M



5.1.7) Further Analysis
	ID
	Requirement
	Category

	a
	The Statutory Policy for Shared Parental Leave has been recently published and the process has not yet been fully embedded.  

The Technical Project must allow Analysis time to review the Policy with the relevant stakeholders to identify the SPL process including responsibility for Athena Swan data capture.

30/05/16
Further discussion has taken place and it has been agreed with Susan McLaren, Caroline Wallace, Susan Duff and Elaine Wighton that the system will record only once that an employee has taken shared parental leave regardless of the number of booking notices submitted and whether the absence was taken as continuous/discontinuous periods (refer to requirement 5.1.3 e).
	W



[bookmark: _Toc434395541] 5.2 Non-Functional Requirements

It is anticipated that the solution for recording and reporting the new Athena Swan data fields will be Oracle and BI Suite.  On this basis the non-functional requirements are for Oracle and BI Suite to continue functioning are as they do currently.

Security

	Ref
	Security
	Requirement
	Category


	1.1
	Authentication
	Existing authentication must be maintained
	HD



Authorisation for input and access to data is noted in the requirements.

Scalability and Performance 

	Ref
	Scalability 
	Requirement
	Category


	2.1
	Typical and Maximum number of concurrent users
	The systems should continue to be able to cope with the existing typical and maximum number of concurrent users 
	HD

	2.2
	Expected annual user growth
	The systems should continue to be able to cope with expected annual user growth
	HD

	2.3
	Expected initial and maximum data volumes
	The system should continue to be able to cope with the additional data 
	HD

	2.4
	Expected annual data growth
	The systems should continue to be able to cope with the annual data growth
	HD

	2.5 
	Performance required of key functions under load  
	The performance of the systems should not suffer as a result of the capture of the additional data items
	HD




Availability/Business Continuity 

	Ref
	Availability/Business Continuity 
	Requirement
	Category


	3.1
	The solution should be designed to be highly available during normal working ours  
	The systems should continue to be available during normal working hours
	HD

	3.2
	In the event of a failure the system must be designed to be recoverable in less than 1 working day with minimal data loss
	The systems should continue to be recoverable in line with existing standards.
	HD



Back Up/Archive


	Ref
	Backup/Archive
	Requirement
	Category

	4.1
	Backup
	The systems will continue to be backed up as they are currently.
	HD



Data Feed


	Ref
	Data Feed
	Requirement
	Category

	5.1
	Frequency
	The data feed for new data items should take place as frequently as the existing data feed to BI
	D




Data Interfacing and Migration


There are no Data Interfacing or Migration requirements.  Initial population of data will be added manually by Devolved HR if required.
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[bookmark: _Toc434395542]Data Requirements

Data fields are listed in the requirements, refer to Section 5 Business Requirements.
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User Acceptance Testing
[bookmark: _Toc434395562]Acceptance Test Strategy

The purpose of User Acceptance Testing (UAT) is to ensure that the project meets the requirements specified. UAT is the final step before implementation and is typically carried out by end users in an environment that closely models the live environment. A well-managed UAT process will give the Project Sponsor, project team and end users confidence that the solution being delivered meets the requirements.

The following items will be progressed during the Technical Project:

· UAT start date and duration will be agreed and communicated during the technical Project
· Resource from SCE Devolved HR and UHRS are essential for UAT to be successful, named individuals will be required during the Technical Project
· A test environment will be required for test execution
· UAT will be carried out in the normal work location of the test resources
· Test data will be identified by the business supported by the Business Analyst during the Technical Project to ensure sufficient data exists to execute all tests and cover all scenarios
· Test scripts will be documented during the technical project
· The test resources will receive support during the UAT period
· Test participants will receive communication and training ahead of UAT commencing

[bookmark: _Toc434395563]Test Scenarios and Acceptance Criteria

Referring back to section 5, identify test scenarios and acceptance criteria for each requirement.  Please note that this section is intended to be used as sign off criteria for the User Acceptance Test Plan.

	Test Case 1 – Application for Promotion

	Test Description: Capture and report additional Application for Promotion Data for Athena Swan 



	Test Id
	BRD Ref
	Priority
	Test Scenario expected outcome
	Pass/Fail
	Comments

	1.1
	5.1.1 a & c
	M
	School Administrator navigates to relevant screen and records the following data at assignment level:
· application to school panel
· Success at School Panel 
for employee in their school where application to the school panel is successful.
	
	

	1.2
	5.1.1 a & c
	M
	School Administrator navigates to relevant screen and records:
· application to school panel
· Success at School Panel
for employee in their school where application to the school panel is unsuccessful
	
	

	1.3
	5.1.1 b & c

	D
	School Administrator navigates to relevant screen and records ‘historical’ application to school panel and Success at School Panel where application to the school panel is successful going back no more than 5 years
	
	

	1.4
	5.1.1 b & c

	D
	School Administrator navigates to relevant screen and records ‘historical’ application to school panel and Success at School Panel where application to the school panel is unsuccessful going back no more than 5 years
	
	

	1.5
	5.1.1 d

	HD
	School Administrator from non SCE School navigates to relevant screen and records application to school panel andSuccess at School Panel for employee in their school
	
	

	1.6
	5.1.6.1 a & b

5.1.5 a
	M
	UHRS can produce the amended Applications for Promotion report which displays the data that is displayed on the existing report (refer to Section 11.2  Athena Swan data that is partially recorded and reportable) and also the new data items: 
• Application to school promotion panel
• Success at School panel
	
	

	1.7
	5.1.5 b
	M
	UHRS can produce the Applications for Promotions report containing data captured relating to the previous 5 year period
	
	



	Test Case 2 – Maternity Leave

	Test Description: Capture and report Maternity Leave Data for Athena Swan Reporting 



	Test Id
	BRD Ref
	Priority
	Test Scenario expected outcome
	Pass/Fail
	Comments

	2.1
	5.1.2 a & d
	M
	Devolved HR navigates to relevant screen in Oracle and records Maternity Leave start date for employees in their college
	
	

	2.2
	5.1.2 a & d
	M
	Devolved HR navigates to relevant screen in Oracle and records Maternity Leave End date for employees in their college
	
	

	2.3
	5.1.2 a & d
	M
	Devolved HR navigates to relevant screen in Oracle and records Maternity Leave start date (with no corresponding Maternity Leave end date entered) as an open ended absence
	
	

	2.4
	5.1.2 c
	M
	More than once instance of Maternity leave can be captured for the same employee relating to the birth of different children
	
	

	2.5
	5.1.2 f
	M
	UHRS navigates to relevant screen in Oracle and records Maternity Leave start date for any employee in the university
	
	

	2.6
	5.1.2 f
	M
	UHRS navigates to relevant screen in Oracle and records Maternity Leave End date for any employee in the university
	
	

	2.7
	5.1.2 b & f
	D
	Devolved HR navigates to relevant screen in Oracle and records ‘historical’ Maternity Leave start date for employees in their College
	
	

	2.8
	5.1.2 b & f
	D
	Devolved HR navigates to relevant screen in Oracle and records ‘historical’ Maternity Leave start date and Maternity Leave End date for employees in their College
	
	

	2.9
	5.1.2 e
	HD
	Devolved HR from non SCE School/support group navigates to relevant field and records Maternity leave start date for employees in their college/division
	
	

	2.1.0
	5.1.2 e
	HD
	Devolved HR from non SCE School/support group navigates to relevant field and records Maternity leave end dates for employees in their college/division
	
	

	2.1.1
	5.1.2 g & h
	M
	Payroll is not impacted by the maternity leave data entered in oracle and runs without issue.
	
	

	2.1.2
	5.1.6.2 a & d
	M
	School administrator can produce Maternity Report showing the data described in requirement 5.1.6.2 a for employees in their school
	
	

	2.1.3
	5.1.6.2 a & d
	M
	Devolved HR can produce Maternity Report showing the data described in requirement 5.1.6.2 a for employees in their college
	
	

	2.1.4
	5.1.6.2 a & d
	M
	UHRS can produce can Maternity Report showing the data described in requirement 5.1.6.2 a for employees in the university
	
	

	2.1.5
	5.1.6.2 b
	D
	School Administrator/Devolved HR/UHRS can report employees that had a flexible working request agreed on return to work following Maternity Leave (Maternity leave End date and flexible working start date coincide)
	
	

	2.1.6
	5.1.6.2 c

5.1.5 a
	M
	School Administrator/Devolved HR/UHRS can report employees that have returned to work and are still in post 6, 12 and 18 months after the recorded Maternity Leave End date 
	
	

	2.1.7
	5.1.5 b
	M
	Maternity reports contain data captured relating to the previous 5 year period
	
	

	2.1.8
	5.1.5 i
	D
	Devolved HR navigates to relevant screen in Oracle and records UEMP Option for employees in their college
	
	



	Test Case 3 – Paternity, Shared Parental, Adoption and Parental Leave

	Test Description: Capture and report uptake of Paternity, Shared Parental, Adoption and Parental Leave for Athena Swan Reporting 



	Test Id
	BRD Ref
	Priority
	Test Scenario expected outcome
	Pass/Fail
	Comments

	3.1
	5.1.3 a & g
	M
	Devolved HR navigates to relevant screen in Oracle and records Paternity Leave start and end date for employees in their college
	
	

	3.2
	5.1.3 a & i
	M
	UHRS navigates to relevant screen in Oracle and records Paternity Leave start and end date for employees in the university
	
	

	3.3
	5.1.3 a & g
	M
	Devolved HR navigates to relevant screen in Oracle and records Shared Parental Leave start and end date for employees in their college
	
	

	3.4
	5.1.3 a & i
	M
	UHRS navigates to relevant screen in Oracle and records Shared Parental Leave start and end date for employees in the university
	
	

	3.5
	5.1.3 a & g
	M
	Devolved HR navigates to relevant screen in Oracle and records Adoption Leave start and end date for employees in their college
	
	

	3.6
	5.1.3 a & i
	M
	UHRS navigates to relevant screen in Oracle and records Adoption Leave start and end date for employees in the university
	
	

	3.7
	5.1.3 b & h 
	HD
	Devolved HR navigates to relevant screen in Oracle and records Parental Leave start and end date for employees in their college
	
	

	3.8
	5.1.3 b & i
	HD
	UHRS navigates to relevant screen in Oracle and records Parental Leave start and end date for employees in the university
	
	

	3.9
	5.1.3 c
	D
	Devolved HR navigates to relevant screen in Oracle and records ‘historical’ Paternity, Shared Parental, Adoption and Parental Leave start and end dates for employees in their College 
	
	

	3.10
	5.1.3.d& e
	M
	Devolved HR/UHRS can record more than once instance of Paternity, Shared Parental and Adoption Leave for the same employee
	
	

	3.11
	5.1.3 f
	M
	Devolved HR/UHRS can record the cutting short of Maternity Leave and the uptake of Shared Parental Leave for the same child born/Adopted
	
	

	
	
	
	
	
	

	3.13
	5.1.3 j & k
	M
	Payroll is not impacted by the maternity leave data entered in oracle and runs without issue
	
	

	3.14
	5.1.3 l
	HD
	Devolved HR from non SCE School/support group navigates to relevant screen and records Paternity, Shared Parental, Adoption and Parental Leave start and end dates for employees in their College/Division
	
	

	3.15
	5.1.6.3 a & b
	M
	School administrator can produce Paternity, Shared Parental, Adoption and Paternity Leave report showing the data described in requirement 5.1.6.3 a for employees in their school
	
	

	3.16
	5.1.6.3 a & b
	M
	Devolved HR can produce Paternity, Shared Parental, Adoption and Paternity Leave Report showing the data described in requirement 5.1.6.3 a for employees in their college
	
	

	3.17
	5.1.6.3 a & b
	M
	UHRS can produce can Paternity, Shared Parental, Adoption and Paternity Leave Report showing the data described in requirement 5.1.6.3 a for employees in the university
	
	

	3.18
	5.1.5 b
	M
	Paternity, Shared Parental, Adoption and Parental  Leave reports contain data captured relating to the previous 5 year period
	
	

	3.19
	5.1.6.3
	HD
	It is possible to obtain reports containing data captured on employees that cut Maternity leave short and take Shared Parental Leave for the same child to establish uptake of both of these leave types for a child born/adopted
	
	




	Test Case 4 – Application for Flexible Working

	Test Description: Capture and report Flexible Working Requests and their outcome for Athena Swan Reporting 



	Test Id
	BRD Ref
	Priority
	Test Scenario expected outcome
	Pass/Fail
	Comments

	4.1
	5.1.4 a & e
	M
	School Administrator navigates to relevant screen in Oracle and records formal flexible working requests, formal flexible working request outcome and flexible working start date for employees in their school
	
	

	4.2
	5.1.4 a & c
	M
	Devolved HR navigates to relevant screen in Oracle and records formal flexible working requests, formal flexible working request outcome and flexible working start date for employees in their college
	
	

	4.3
	5.1.4 a &d
	M
	UHRS navigates to relevant screen in Oracle and records formal flexible working requests, formal flexible working request outcome and flexible working start date for employees in the university
	
	

	4.4
	5.1.4 b
	D
	Devolved HR navigates to relevant screen in Oracle and records ‘historical’ formal flexible working requests, formal flexible working request outcome and flexible working start date for employees in their college
	
	

	4.5
	5.1.6.4 a & b
	D
	UHRS can produce can Flexible working request Report showing the data described in requirement 5.1.6.4 a for employees in the university
	
	

	4.6
	5.1.5 b
	M
	Flexible working request reports contain data captured relating to the previous 5 year period
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Training will be required ahead of implementation for SCE Schools, SCE Devolved HR and UHRS.  Training notes will be produced by the Business supported by the Business Analyst covering:

· Amended processes
· New Devolved HR Responsibilities
· New UHRS Responsibilities
· Confirmation of who will be able to access the data and contact details where this is not Devolved HR
· Confirmation of the process for requesting that UHRS add data retrospectively
· Locating and updating the new Oracle data fields
· Accessing BI Suite
· Accessing and interpreting new BI Reports

In addition to the Training detailed above, Communications are required regarding project progress and implementation timescales.
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This section contains a list of the current Athena Swan requirements that are included in the bronze, silver and gold HEI and Departmental Application Forms.  The requirements have been split into 3 sections to show whether the required data is fully, partially or not centrally recorded and available for reporting.

The key that has been used in the tables below is explained as follows:

Y – The data required for Athena Swan is centrally recorded and can be reported
N – The data required for Athena Swan and is not recorded centrally and cannot be reported (instead local recording and manual collation is required)
P – The data required for Athena Swan is partially centrally recorded and can be reported but has to be merged with locally recorded data
NR – Data is not required for Athena Swan
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	[bookmark: RANGE!A1:E19]Athena Swan HEI & Dept Requirements
	HEI Bronze/ Silver 
	Dept Bronze/ Silver
	Dept Gold 
	Combined Athena Swan Requirements

	Academic and Research Staff by grade and gender
	Y
	Y
	Y
	Academic and Research Staff by grade, contract function, gender: research only, research and teaching or teaching only

	Academic staff by contract function and gender: research only, research and teaching, teaching only
	Y
	Y
	NR
	

	Academic and research staff by grade, contract function and gender: research only, research and teaching, teaching only
	NR
	Y
	NR
	

	Professional and Support Staff by grade and gender
	Y
	NR
	NR
	Professional and Support Staff by grade and gender

	Academic and Research Staff on fixed term, open ended, permanent and zero hour contracts by gender
	Y
	Y
	Y
	Academic and Research Staff and Professional and Support Staff on on fixed term, open ended, permanent and zero hour contracts by gender

	Professional and Support Staff on fixed term, open ended, permanent and zero hour contracts by gender
	Y
	NR 
	NR 
	

	Academic leavers by grade and gender
	Y
	NR
	Y
	Academic/research and Professional/support leavers by grade and gender and full/part time status

	Academic leavers by grade and gender and full/part time status
	NR
	Y
	NR
	

	Professional and Support Staff leavers by grade and gender
	Y
	NR
	NR
	

	Job applications, long and shortlisted candidates, offer and acceptance rates for academic posts by grade and gender
	Y
	NR
	NR
	Job applications, long and shortlisted candidates, offer and acceptance rates for academic posts by grade and gender

	Job applications, shortlisted candidates, offer and acceptance rates for academic posts by grade and gender
	NR
	Y
	Y
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	Athena Swan HEI & Dept Requirements
	HEI Bronze/ Silver 
	Dept Bronze/ Silver
	Dept Gold 
	Combined Athena Swan Requirements

	Applications from academic staff for promotion and success rates by gender, grade, full/part time status
	Y
	P
	P
	Applications from academic staff and professional and support staff for promotion and success rates by gender, grade, full/part time status

	Applications from professional and support staff for promotion and success rates by gender, grade, full/part time status
	Y
	P
	NR
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	Athena Swan HEI & Dept Requirements
	HEI Bronze/ Silver 
	Dept Bronze/ Silver
	Dept Gold 
	Combined Athena Swan Requirements

	Maternity return rate (present professional and support staff and academic staff separately)
	N
	N
	N
	Maternity return rate (present professional and support staff and academic staff separately)

	Data on the proportion of staff remaining in post 6, 12 and 18 months after return from maternity leave (present professional and support staff and academic staff separately)
	N
	N
	NR
	Data on the proportion of staff remaining in post 6, 12 and 18 months after return from maternity leave (present professional and support staff and academic staff separately)

	Data on staff whose contracts not renewed while on maternity leave (present professional and support staff and academic staff separately)
	N
	N
	NR
	Data on staff whose contracts not renewed while on maternity leave (present professional and support staff and academic staff separately)

	Data on the uptake of the following types of leave by gender and grade (present professional and support staff and academic staff separately):
Paternity Leave
Shared Parental Leave
Adoption Leave
Parental Leave
	N
	N
	N
	Data on the uptake of the following types of leave by gender and grade (present professional and support staff and academic staff separately):
Paternity Leave
Shared Parental Leave
Adoption Leave
Parental Leave

	Number of applications and success rates for flexible working by gender and grade 
	NR
	NR
	N
	Number of applications and success rates for flexible working by gender and grade 
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[bookmark: _Toc434395571]Athena Swan data that is centrally recorded and reportable

This section shows the data fields that are currently recorded and reportable for the Athena Swan requirements listed in section 10.1 above (Athena Swan reporting currently available) and require no change.

	Combined Athena Swan Requirements 
(refer to Appendix 1)
	BI Suite Reporting currently available? (Y/N)
	Data required for Athena Swan Reporting
	Data item currently available for Athena Swan Reporting? (Y/N)
	Current responsibility/Source for HEI and Department Applications
	Comments

	Academic and Research Staff by grade, contract function, gender: research only, research and teaching or teaching only
	Y
	Employee Number
	Y
	HEI Application - Data provided by UHRS using BI Suite

Department Application - Data provided by UHRS using BI Suite for College/School (or as an exception where staff have the relevant authority the BI Report may be produced by Devolved HR or School Administrator (eg SCE/Chemistry))
	As there are certain protected characteristics in this data set (for example gender) BI report is run by UHRS and sent to the colleges/schools on request.

Staff on zero hour contracts - as the university no longer have staff on zero hour contracts present staff on GH contracts instead - this information is available currently and can be identified using the 'Employment Category' data fields.

Professional and Support staff - this information is available currently and can be identified using the 'Job Segment' data fields.

	Professional and Support Staff by grade and gender
	
	Assignment Number
	Y
	
	

	Academic and Research Staff and Professional and Support Staff on on fixed term, open ended, permanent and zero hour contracts by gender
	
	Primary Flag
	Y
	
	

	
	
	Title
	Y
	
	

	
	
	First Name
	Y
	
	

	
	
	Last Name
	Y
	
	

	
	
	Gender
	Y
	
	

	
	
	Personal Job Title
	Y
	
	

	
	
	Job Segment 1
	Y
	
	

	
	
	Job Segment 2
	Y
	
	

	
	
	Job Segment 3
	Y
	
	

	
	
	Assignment FTE
	Y
	
	

	
	
	Assignment Weekly Hours
	Y
	
	

	
	
	Employment Category (Contract Type)
	Y
	
	

	
	
	Contract End Date
	Y
	
	

	
	
	Contract Review Date
	Y
	
	

	
	
	Fixed Term Reason
	Y
	
	

	
	
	Fixed Term Reason Code
	Y
	
	

	
	
	Actual Termination Date
	Y
	
	

	
	
	Grade
	Y
	
	

	
	
	College/Support Group Name
	Y
	
	

	
	
	School/Planning Unit Name
	Y
	
	

	
	
	Level 5 Unit Name
	Y
	
	

	Academic/research and Professional/support leavers by grade and gender and full/part time status
	Y
	Employee Number
	Y
	HEI Application - Data provided by UHRS using BI Suite

Department Application - Data provided by UHRS using BI Suite for College/School Administrator (or as an exception where staff have the relevant authority the BI Report may be produced by Devolved HR or School Administrator (eg SCE/Chemistry))
	The data for 'Academic and Research Staff and Professional and Support Staff by grade….'  above used in conjunction with this data set to produce data on leavers.

	
	
	Gender
	Y
	
	

	
	
	Grade
	Y
	
	

	
	
	Employment Category (Contract Type)
	Y
	
	

	
	
	College/Support Group Name
	Y
	
	

	
	
	School/Planning Unit Name
	Y
	
	

	
	
	Level 5 Unit Name
	Y
	
	

	
	
	Job Segment 2
	Y
	
	

	
	
	Full/Part Time Status
	Y
	
	

	Job applications, long and shortlisted candidates, offer and acceptance rates for academic posts by grade and gender
	Y
	Vacancy Number
	Y
	HEI Application - Data provided by UHRS using BI Suite

Department Application - Data provided by UHRS to School Administrator, it is sorted and filtered by School Administrator.
	UHRS will be providing shortlisting data as part of the reporting.  

Longlisting data is not available for reporting and will not be included as a requirement as confirmed by Caroline Wallace









	
	
	Organisation/Level 5
	Y
	
	

	
	
	Personal Job Title
	Y
	
	

	
	
	Vacancy Open Date
	Y
	
	

	
	
	Recruit External Open Date
	Y
	
	

	
	
	Recruit External Close Date
	Y
	
	

	
	
	Grade
	Y
	
	

	
	
	Applicant Gender
	Y
	
	

	
	
	Applicant Status
	Y
	
	

	
	
	Gender
	Y
	
	

	
	
	Job Segment 2
	Y
	
	

	
	
	Personal Job Title
	Y
	
	

	
	
	School
	Y
	
	

	
	
	Department
	Y
	
	

	
	
	Grade (current)
	Y
	
	

	
	
	Grade Sought
	Y
	
	

	
	
	Successful/ Unsuccessful  
	Y
	
	

	
	
	Promotions process (Formal grading panel)
	Y
	
	

	
	
	Academic
	Y
	
	




[bookmark: _Toc434395572] Athena Swan data that is partially recorded and reportable
This section shows the data fields that are currently partially recorded and reportable for the Athena Swan requirements listed in section 10.2 above (Athena Swan reporting partially available) and require the capture of additional data items.

	Combined Athena Swan Requirements 
(refer to Appendix 1)
	BI Suite Reporting currently available? (Y/N)
	Data required for Athena Swan Reporting
	Data item currently available for Athena Swan Reporting? (Y/N)
	Current responsibility/Source for HEI and Department Applications
	Comments

	Applications from academic staff and professional and support staff for promotion and success rates by gender, grade, full/part time status
	Y
	Employee Number
	Y
	HEI Application - College HR and UHRS

Department Application - BI report run by School Administrator and merged with data tracked manually by school in respect of applications to the school promotion panel.
	The university central report uses application to College/Support Group Formal Grading Panels (periodic panels and responsive grading processes) and success rate within the HEI Submission

Gap – centrally recoded data has to be merged with locally recorded data - Some schools operate a Schools Promotion Panel where applications are screened before sending to the College Panel which is recorded locally.  It is the application to school panel and final success rate data that is currently used by these schools for Athena Swan reporting.  

	
	
	Gender
	Y
	
	

	
	
	Job Segment 2
	Y
	
	

	
	
	Personal Job Title
	Y
	
	

	
	
	School
	Y
	
	

	
	
	Department
	Y
	
	

	
	
	Grade (current)
	Y
	
	

	
	
	Grade Sought
	Y
	
	

	
	
	Successful/ Unsuccessful  
	Y
	
	

	
	
	Promotions process (Formal grading panel)
	Y
	
	

	
	
	Academic
	Y
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The following process map shows both the As-Is and To-Be process.  

The additional steps required in the To-Be process are highlighted in yellow.

It should be noted that steps 30 and 31 are not always carried for the As Is process and therefore have been marked in amber to ensure the communications make this requirement clear
:


[bookmark: _Toc434395574]Appendix 4 – Paternity Process

The following process map shows both the As-Is and To-Be process.  

The additional steps required in the To-Be process are highlighted in yellow.

It should be noted that steps 2 and 3 are not carried out in all parts of the University for the As Is process and therefore have been marked in amber to ensure the communications make this requirement clear
:
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