Performance Related pay
I sat down and looked at how our surgery was working and that staff automatically thought they were ENTITLED to a pay increase every year. This I felt was unfair as there were certain members of staff despite numerous meetings and coaching sessions just did the absolute minimum whilst others worked their socks off doing extra and were still only getting the same as other staff unless their jobs were regarded.

I decided on numerous changes to the contract at the same time as implementing the PRP, ‘dangle enough carrots and they’ll all come along’ so to speak.

Appendix 1 shows the various tasks given to individuals which need to be met in order to get their individual increment and the team tasks they need to get in order to get their team increment. This way they all have to work together to get the job done.

This is the first year and it has worked well, staff moral has improved and staff are working well together and going that extra mile to get their tasks done. It has eased the pressure on myself and the office manager as we are not having to back fill all the time to ensure the work gets done.

In addition to the PRP scheme I also added an attendance bonus scheme to reward loyalty to the practice, I also changed the sick pay scheme so staff didn’t get paid for parental leave or for the odd days off here and there. This has funded the bonus scheme. Appendix 2 shows the paragraphs from our new contract so you can see them in back and white. 

All staff were happy with the changes and all but one signed the contract amendment immediately. The one who didn’t had had a lot of time off the previous year and felt that she would loose out with the new contract. I sat down again with her a few weeks later and discussed her concerns, we talked and she then accepted that this was better for all concerned and agreed to sign.

Appendix 1 - Tasks per Individual and Team agreed

Admin team: Team: All admin tasks kept up to date – No backlog.


80% of records summarised.



EDI kept up to date.

  
C&B usage to be improved to 50%



All referrals to be sent on time.


Childhood Imms targets of 90% to be met

Administration of Clinics to be met with no backlogs (Warfarin/Minor Surgery/DSC)

Admin team duties include: Scanning, Readcoding, Summarising, EDI, Referrals, C&B usage, Chasing hospital referral and result info, faxing hospitals, Chasing apts, Minor Surgery, Warfarin clinic, DSC, PNL’s Cytology, Imms targets and sending apts.

Reception team: 
Pt Satisfaction Surgery results to improve to 70%.



    
Complaints to be reduced




All reception duties done and kept up to date.




MDC to be run by recall effectively – up to date


Tasks to be actioned effectively and kept up to date


Pathology to actioned in timely manner and kept up to date in line with protocol


Rooms to be fully stocked and checked, incoming post to be dealt with as per post protocol


Reports to be actioned and sent within deadline, over 75’s completed each month and Post natals and 8 week checks to be sent for in timely manner.


Photocopying to be done within 7 days of request receipt, registrations put on system.

Reception team duties include: Scripts, appointment booking, patient queries, Phone calls, message taking, desk duties, photocopying, updating patient info, over 75’s, MDC, checking rooms, reports, tasks, pathology, post natals/8 week checks, incoming post, tagging of incoming notes, 

Appendix 2 - THE PARAGRAPHS FROM OUR NEW CONTRACT
Holiday Entitlement & Conditions

The holiday year begins on 1st April and ends on 31st March each year.

Full time employees will receive a paid holiday entitlement of 20 days.
This holiday entitlement will increase to 25 days upon 5 years of continuous employment and by a further day for every fully completed year after that, up to a maximum of 30 days annual holiday [note that if you give benefits for lengths of service greater than 5 years you’ll need to be able to objectively justify these under the requirements of the age discrimination legislation].
Part-time employees will receive a pro-rata entitlement.

Statutory sick pay

If you are sick for four or more consecutive days, you will be paid Statutory Sick Pay (SSP) by us, provided you meet the criteria in the SSP Regulations.

SSP is treated like wages and is subject to Income Tax deductions and National Insurance contributions.

You are only entitled to SSP on qualifying days; these are days on which you would normally be available for work.

The first three qualifying days of sickness are waiting days. No sick pay will be payable for these.

Where a second or subsequent period of illness or incapacity of more than three days is linked to a previous period of illness or incapacity within 56 days, waiting days need not be repeated.

The Practice operates a contractual sickness scheme as follows:-

1st year of service – SSP only
2nd year of service – 1 month full, 1 month half

3rd year of service – 2 month full, 2 month half

4th thereafter – 3 month full, 3 month half 

Attendance bonus scheme
The practice operates an attendance bonus scheme to reward staff for their continued loyalty to the practice.

Bonus payments will be made in April of each year and will be made on a percentage basis.

The scheme will operate as follows:-

100% attendance – 5% of salary up to a maximum of £500.

99% attendance – 4% of salary up to a maximum of £400.

98% attendance – 3% of salary up to a maximum of £300.

97% attendance – 2% of salary up to a maximum of £200.

96% attendance – 1% of salary up to a maximum of £100.

Any form of leave other than approved holidays will count towards absence, i.e., sickness, parental leave, unpaid leave, compassionate leave etc. A member of staff must have worked the full financial year to be eligible for their bonus payment [note – including the taking of parental leave in this scheme may give rise to a claim of detriment to an Employment Tribunal].
Performance and review

We carefully monitor your work performance by means of personal reviews carried out at regular intervals. We do this to maximise your strengths and improve any possible weaknesses.

The personal reviews are a positive process, which we believe are beneficial to both of us.

Performance Related Pay

The practice operates a performance related pay scheme. This means that staff will be monitored and in order to maintain regular salary increases must meet targets set at annual appraisals and performance reviews. Each member of staff will agree individual targets for each financial year, should these targets be met the member of staff will be awarded a 1.25% increase in salary. 

Each member of staff will also be part of a team. These teams will be reception, administrative and nursing. These teams will also be given set annual targets for each financial year and each staff member in these teams will have the opportunity of achieving another 1.25% increase in salary should the team targets be met.

Each staff member will therefore be able to achieve a 2.5% increase in salary each year.

