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	Victorian assistant workforce model database

	Instructions for use


Installation instructions

1. Open the database link.

2. Use the Save As option to save the database to the required folder on a network drive.

3. Click on the yellow button (`enable macros’) at the top of the worksheet to enable macros.

Dashboard

The Dashboard is the first screen you will see when you first open the database (Figure 1)

Figure 1: VAWM dashboard
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. Installation Instructions:

Make sure this Workbook is saved onto a network drive
Click onto yellow button at top of worksheet to enable macros.

Enter your Organisation Name here

2. Setup Instructions:

Enter vour Organisation name
Setup Sites List
Complete Baseline Workforce Staffing Profile

Complete Quantification Data

Enter Relevant Data into FTES Worksheet

3. Navigation

Goto Baseline Workforce Staffing Profile:
Goto Quantification Dat:
o To Reports Section

GoTor

51 Incidents 2nd W

Go To % FTE Calculation Sreen

About t

VAWM tool

How to use the VAWM tool

Itis bestto use the TAB key tomove to the rightand SHIFT+TAS to move back tothe left

Forthe Site, Program Name, Team Name etc. columns you willsee a drop down box appearswhen you click
intothe cell. Use this toselectthe correct data. ** Please be aware that you may have toscroll up to
the top of the lst. Use the genericoptionsat the end of each lis if entering data for a program, team or discipline NOTincluded in theists provided.

A unique feature of the VAWM s the quantification of the time currently spent by AHPs on tasks that could be delegated to an AHA. Inaddition,
‘applyinga staffing factorto the quantified time, enablesa true estimate of costs associated with introducing new AHA roles. The quantification of
time isa resultof analysisof the quantification survey. The quantified time can be analysed with the workforce staffing profile datato identify a
percentage of the current budgeted AHP FTE currently spent on tasksthat could be delegated to an AHA. This database has been designed to
produce reports with thisinformation.

You will enter data manually into the Baseline Workforce Staffing Profile and the Quantificaton Data areasofthis tool.

T g

‘When repeating data down the column, enter the data into the firstcelland then in subsequent cellstype the first letter

Using the Pivot Table Reports
Fromthe Reports section of thisdocument the user willbe able tog
‘Always make sureyou clickthe Update Pivot Table button ifthe Ba:
APivotTable isused to summarise large amourts of data . Itis a tys
double clicking any ofthe values or totals: Thisuwillcreate anewsp
to keep this spreadsheet, it can be deleted by right mouse clicking
The Filter button can beused tofilter by Type.

You can alsofiter the Site List, The Program and Discipine.




Set-up instructions

On the dashboard: 

Go to the `set-up instructions’ menu.  The hyperlinks in this menu will guide you through set-up requirements prior to using the database including: 

· Organisation name: click on the `enter your organisation name’ hyperlink and enter the organisation name on the front page.

· Sites list: click on the `Setup of sites list’ hyperlink.  This will take you to the lists worksheet.   The database includes a range of standardised lists including program, team and discipline names.  You are required to set up the Sites List by entering the name of all the sites that are collecting data for the VAWM implementation.  

Database navigation

Hyperlinks are included on the dashboard to provide shortcuts to access specific worksheets or reports.  These are located in the `Navigation’ menu on the dashboard.

Macros buttons located on each worksheet and reports page provide shortcuts between the worksheets and reports  

Data entry

Data entry tips

· You will enter data manually into the Baseline workforce staffing profile and the Quantification data sheets of this database to produce a report on the dashboard.

· You will enter data manually into the FTE% worksheet. 

· When moving between cells, it is best to use the TAB key to move to the right and SHIFT + TAB to move back to the left.

· When selecting the site, program, or team name in a column, you will see a drop down box appears when you click into the cell.   Use this to select the correct data.  ** Please be aware that you may have to scroll up to the top of the list to view all options.

· [image: image23.emf]Optional: Using the filter arrows at the top of each column to filter the data, i.e. if you only wish to see the data for a particular site.
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· When repeating data down a column, enter the data into the first cell and then in subsequent cells type the first letter.

· When repeating data down multiple rows, autofill function can also be used.  To do this select more than one cell across the row (figure 2), move the mouse pointer to the bottom right corner of the selected cells.  The mouse will change to a thin black cross.  Using the left mouse button, click and drag down to highlight the rows that the data is to be copied to.  When the mouse button is released the data will be shown in the subsequent rows. Figure 3 demonstrates data being copied into 6 subsequent rows.  

Figure 2: Selecting cells across a row for autofill function
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Figure 3. Highlighting subsequent rows to copy data into using autofill function
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Workforce staffing profile data
Collection of current budgeted FTE for AHP and AHA positions is required for the VAWM. 

Collection of waiting list and clinical incident data is optional and is located on a separate worksheet. 

Data entry instructions for the workforce staffing profile data
Figure 4: Workforce staffing profile spreadsheet
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· Before entering data make sure you have selected the correct Site Name.
· When you have selected the site details continue to enter data across the row to include the current FTE by grade and physical number of staff.
· Once you have completed the EFT data, scroll to the right side of the row to complete the Vacancy data.
· (optional) Enter clinical incident and wait list data on the relevant spreadsheet. 

The quantification survey spreadsheet

Data entry instructions
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Figure 5: Quantification survey spreadsheet
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· Enter the week beginning date for the collection period at the top of the spreadsheet (Figure 5, arrow a.)

· The allied health staffing factor (figure 5, arrow b) defaults to 1.4.  You may use an alternate factor by editing the figure in this cell.  
· Enter the Survey number in column A to identify the paper survey you are entering data from.  This will allow you to refer back to the paper survey for cross checking should this be necessary at a later date. 

· Select the correct Site, Program, Team and Discipline name from the drop down lists (row C – F).

· Enter data across one row for each Practice Category on each survey (some surveys may require multiple rows)

VAWM reports 
From the Reports section of this database you are able to generate a variety of Pivot Table Reports.  A Pivot Table is used to summarise large amounts of data.  It is a type of data consolidation; however the data can be filtered to look at a specific group of data only if this is required.  

Table 1 provides a description of the reports available from the VAWM database. 
Table 1 VAWM database reports

	Baseline workforce staffing profile reports


	Description
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	Total FTE and physical number of staff by site.  It can be reported by AHA or AHP. 
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	The percentage of each sites' total allied health workforce that is made up of AHA and AHPs.  This report is also collated using discipline FTE. 
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	The total number of clinical incidents involving AHA’s, identified by site and risk.
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	Service and/ or discipline wait lists in weeks.



	Quantification reports
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	Reports the work identified by AHPs that could potentially be completed by AHAs. 

It may be reported by the organisation as a whole, by site, by program, by team, by discipline, or by practice category. 

Using the filtering function, the data may be reported by Total Hours, Total Converted Hours or FTE.  

	% of AHP FTE
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	Reports the % of current AHP FTE spent on tasks that could be delegated to an AHA. 

Manually enter total budgeted FTE (from baseline workforce staffing profile report) and AHP (from quantification report) to calculate the percentage of AHP FTE spent on tasks that could be delegated to an AHA




Generating reports
· Go to the reports page using the `Go to Reports’ macros button

· Go to the relevant reports page using the macros buttons shown below 


· Reports are generated automatically as new data is entered, and when pivot tables have been updated.
· Click on the macros button on the reports page to update pivot tables each time you have entered new data in the baseline or quantification spreadsheets.


· All reports are visible on the screen as detailed above in Table 1. 

Filtering data within a report: 
The data in any report can be filtered down to view a specific group of data in any of the following ways: 

· Double-click any of the values or totals.  
This will create a new spreadsheet with the data that makes up the totals displayed.  
You do not need to keep this spreadsheet if not required.  It can be deleted by right mouse clicking onto the Tab at the bottom of the screen.
· The filter icon can be used to filter by Discipline. Click on the filter button (Figure 6, arrow a), select the discipline/s you wish to view (figure 6, arrow b), select OK. 
Figure 6: Filtering data in reports
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.
Figure 7: Quantification report after filtering data by discipline (occupational therapy). 
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· You can also filter by Site, Program and practice category using the filter icon  (Figure 8, arrow a) and selecting site, program, team or practice category from the drop down field list (figure 8, arrow b).  The data that you wish to view should then be selected from the options (figure 8, arrow c) prior to selecting `OK’. 
Figure 8: Filtering data by site, program, team and practice category
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Using the % FTE calculation spreadsheet

This worksheet forms a template for you to enter data to calculate the time currently spent by AHPs on AHA tasks as a percentage of the current budgeted FTE. You may calculate this for your organisation as a whole, or by specific site, program or disciplines. The following provides a step by step guide to use the %FTE calcution spreadsheet.  
· Determine what Site, Program, Team or Disipline you would like to report % FTE.  In this example, the Occupational Therapy discipline will be used. 

· Go to the completed Baseline Data worksheet and filter the data in the Discipline column to show only Occupational Therapy.  Do this by clicking on the filter arrow (Figure 9, arrow a)  in the discipline heading and select Occupational Therapy from the drop down list (Figure 9, arrow b).

Figure 9: Baseline workforce staffing profile spreadsheet  – example filtering by discipline

 [image: image16.png]Basesline Workforce Staffing Profile

Use Filter Arrows to filter data. —

nter your Organisation Name here

Current Budgeted FTE: 17.00

st Name e Temtome | oisciine name
) I ra——y 31 sonatez
Ty Resisenia Cre Unite—Jaaulr 31|
Sort b Coor

K Clear Filter From “Discipline Name™

Tt Eiters

Search

) (select A1)
|Occupational Therapy.
IRecreation Therapist

Ed

Type

Ei

[

A




 

· Filter the `Type’ column to show only AHP data by using the filter button on the `Type’ column (Figure 10, arrow a)  and select AHP (Figure 10, arrow b).

Figure 10: Baseline workforce staffing profile worksheet – example filtering `Type’ (AHA versus AHP)
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The total current budged FTE for AHPs in the Occupational Therapy discipline will now be shown on the spreadsheet as `Current Budgeted FTE for Filtered Data’ ( Figure 11, arrow a)  The total budged FTE for Occupational Therapy in this example is 7.0

Figure 11:  Baseline workforce staffing profile data worksheet – example 

[image: image18.png]Use Filter Arrows to

er data. —

Current Budgeted FTE: 17.00

‘Current Budgeted FTE for Filtered Data: 7.

Grade Grade Grade Grade Grade Physica
Team Name = DisciplineName < Tiwe | T P = A ¥ Manager | Tots! FTE

Adult [Occupstional Therapy. £ 300 200) 500)

Adult [Occupational Therapy. [are 100] 100] 200)





· Go to the %FTE calculation spreadsheet and enter `Occupational Therapy’ or other detail as relevant to Column A `Program, Team, Disicpline or Practice Category’ (figure 12, arrow a.).  Enter 7.0 to the worksheet for budgeted AHP FTE baseline data in column B as shown in Figure 12, arrow b. 

Figure 12. %FTE calucation spreadsheet – example
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· Go the completed Quantification Data spreadsheet and filter the data following the steps as for 2 and 3 above, to show only the Occupational Therapy data in the worksheet. Figure 13 illustrates how The Quantification Data spreadsheet should look after you have filtered the data.  The Total FTE for the time currently spent by the Occupational Therapy discipline on tasks that could be delegated to AHAs is shown at the top of the spreadsheet as `Total FTE for Filtered Data’ (Figure 13, arrow a).  In this example, is a total of 0.22 FTE

Figure 13: Quantification data spreadsheet – example 
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· Go to the %FTE calcualtion worksheet and enter 0.22 into the quantification FTE column as shown below (Figure 14, arrow a). The % of current Occuaptional Therapy FTE spent on tasks that could be delegated to an AHA is shown automatically after you have entered your data, in the far right column. In this example, the time that Occupational Therapists currently spend on tasks that could be delegated to an AHA is 3% of their FTE (Figure 14, arrow b).

Figure 14: % FTE calculation worksheet.
[image: image21.png]% FTE Calculation

Return to Dashboard [l Go to Baseline Workforce Staffing Data

Goto QuantificationData

Program, Team, Discipline or Practice
Category

Budgeted AHP FTE

profile data)

(from baseline workforce staffing

Quantified AHP FTE Spent on tasks that
could be delegated to an AHA (from
Quantification Data)

9% of AHP FTE spent on tasks that
could be delegated to AHA

Occupational Therapy

7.00
0.00
0.00

022
0.00
0.00

%
0%
0%





· You may repeat this process for as many areas of your organisation as required, adding data down the columns for other disciplines, programs, teams or sites. 
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