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Abbreviations 

Abbreviation Meaning 

BAAS Burden Advice and Assessment Service 

CCG Clinical Commissioning Group 

DPC Dementia Prevalence Calculator 

GMC General Medical Council 

GPHLI General Practice High Level Indicators 

GPOS General Practice Outcome Standards 

HEE Health Education England 

LMC Local Medical Committee 

NMC Nursing and Midwifery Council 

ODS Organisation Data Service 

PCWT Primary Care Web Tool 

GP General Practitioner 

NI National Insurance 

RCGP Royal College of General Practitioners 

GPC General Pharmaceutical Council 
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What is the Primary Care Web Tool (PCWT)? 
The PCWT was developed by NHS England for use by its Regional/Area Teams, Clinical 
Commissioning Group (CCG)s and GP Practices. This platform is shared collaboratively 
with NHS Digital, where workforce information is collected and analysed for publication. 
Restrictions and permissions on the site ensure that only NHS Digital can access data 
uploaded via the PCWT. 

Uses of the PCWT 

The PCWT presents five data driven modules to users: 

• Workforce Census module supporting GP Workforce planning, 

• General Practice Outcome Standards (GPOS) supporting quality improvement, 

• General Practice High Level Indicators (GPHLI) supporting assurance, 

• Dementia Prevalence Calculator (DPC) supporting improvements in Dementia 
diagnosis and as a result, access to post diagnostic support and; 

• Digital Maturity Index supporting the effective delivery of GP IT service provision. 

The GPOS module was originally developed in London in collaboration with Londonwide 
Local Medical Committees (LMCs) and won the Health Service Journal award for ‘Enhancing 
Care with Data and Information Management’. The site presents data, information and charts 
which are easy to interpret and allow GP practices to view comparisons with any other 
practice in England. 

The Workforce Census module has been created within the PCWT to enable GP practices to 
record details of their current workforce to fulfil the submission requirements of the 
mandatory workforce Minimum Data Set (wMDS) collection. This should include all of the 
following staff groups working at your practice (including agency or bank staff): GPs 
(including Partners), Nurses, Direct Patient Care and Admin/Non-Clinical. 

The wMDS collection was approved by the Burden Advice and Assessment Service (BAAS) 
with the reference ROCR/OR/2237/001MAND. The BAAS team are keen to receive 
feedback on central data collections from submitters, particularly regarding the length of time 
data collections take to complete and any issues, suggested improvements or duplication of 
data collections. Feedback can be submitted to BAAS using the Data Collection Burden 
Reduction Service referral form which is available on the BAAS website. 

Accessing the PCWT 

The PCWT can be accessed online at www.primarycare.nhs.uk. You may find it useful to 
bookmark this webpage or add it to your favourites on your internet browser. 

Existing Users 

If your practice already uses the PCWT for functions other than the Workforce Census 
module (e.g. GPOS or GPHLI) then access to the Workforce Census module will be given to 
the person already responsible for maintaining your practice’s data on the tool. 

Once access has been attributed to the account, the Workforce Census User module 
button should be available to select when you are logged into the tool. If this is not the case, 
please contact us. We will aim to investigate and rectify any issues as soon as possible. 

http://content.digital.nhs.uk/baas
http://www.primarycare.nhs.uk/
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New Users 

If your practice does not currently use any functions of the PCWT then you may receive an 
email invitation to the tool. Please visit https://primarycare.nhs.uk/register.aspx to register 
each staff member who requires access to the tool. 

Existing GP Practices should have an Organisation Data Service (ODS) code. If you are a 
new practice, your ODS code may not yet be recognised by our registration process as this 
can take a number of weeks. If this is the case, please contact NHS Digital Enquiries at 
enquiries@nhsdigital.nhs.uk quoting ‘Primary Care Web Tool’. Alternatively, you can call on 
0300 303 5678. 

Logging into the PCWT 

Every time you visit the PCWT website, you will be required to enter your password. Please 
note that your log-in will eventually time-out for security reasons and you will need to log-out 
and log back in again. 

If you forget your password, please click “Forgotten your password? Click here to retrieve 
your password” which is located at the bottom of the login page. You will receive an 
automated email containing a link to reset your password. 

On entering your registered credentials for the first time, your internet browser may prompt 
you to save your password. It is recommended that you do not select this option due to the 
confidential nature of the data and information contained, which could be accessed by other 
users. 

On logging into the tool, you will be presented with the screens shown below. Please click 
Medical followed by Workforce Census User to view or amend data for your GP practice. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://primarycare.nhs.uk/register.aspx
mailto:enquiries@nhsdigital.nhs.uk
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Data Extraction 

From December 2016 onwards, data will be extracted from the PCWT on a quarterly basis. 
Please see the extraction timeline below for more information. 

 

Data Quality 

After data has been extracted, it is subjected to a series of Data Quality (DQ) checks by NHS 
Digital. In previous years, only GP data was subject to DQ checking, however from March 
2016, this was expanded to cover all staff groups. 

All records are checked to ensure that the data provided meets expected levels of accuracy. 
Where data quality issues are detected, NHS Digital may email you to verify your data. If you 
believe you have received a DQ email in error, please respond to the email to let us know. 

Health Education England (HEE) Region Tools 

Some GP practices already provide their workforce information within separate collections to 
HEE via the regional offices. 

If you are one of these practices, HEE will forward your information to us directly and you are 
therefore not required to enter any data into the Workforce Census module on the PCWT, as 
this would duplicate the data. 

In these instances, users must click the tick box marked “Tick here if you do not wish the 
electronic data to be extracted, but will supply this data to NHS Digital by alternative means” 
on the Data Preferences page. 

Contact Us 

Visit our website 

Please visit the dedicated PCWT webpage, digital.nhs.uk/pcwt, which includes guidance 
documents and further information about the tool. 

For further assistance 

If you are experiencing difficulties with the PCWT, please contact NHS Digital Enquiries: 

Email: enquiries@nhsdigital.nhs.uk (include ‘Primary Care Web Tool’ in the subject) 

Tel: 0300 303 5678  

SEPT 2017

• Data 
extracted 
shortly after 
30 Sept

• This extract 
will be 
snapshot as 
at 30 Sept

• Range of 
data 01 Jul to 
30 Sept

DEC 2017

• Data 
extracted 
shortly after 
31 Dec

• This extract 
will be 
snapshot as 
at 31 Dec

• Range of 
data 01 Oct 
to 31 Dec

MAR 2018

• Data 
extracted 
shortly after 
31 Mar

• This extract 
will be 
snapshot as 
at 31 Mar

• Range of 
data 01 Jan 
to 31 Mar

JUN 2018

• Data 
extracted 
shortly after 
30 June

• This extract 
will be 
snapshot as 
at 30 June

• Range of 
data 01 Apr 
to 30 June

http://digital.nhs.uk/pcwt
mailto:enquiries@nhsdigital.nhs.uk
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Completing information in the PCWT 
This section will explain in detail the various functions of the PCWT. 

Once you have accessed the Workforce Census module (as described previously), you will 
be able to see your default practice’s name and ODS code in the box at the top. If you are 
registered and required to edit data for any other practices, you can select a different 
practice from the drop-down menu and click Change Practice.  

Data Preferences 

The first time you log in each quarter, you will automatically be presented with this page. 
Once this page has been completed, for future log-ins within that quarter, you will then be 
directed to the Practice Overview screen. 

This is where you can authorise NHS Digital to share your individual data with each of the 
following organisations; HEE Local Region, HEE Central, your own CCG, NHS England 
Region, NHS England Central. 

 

 

If you are providing data through your HEE Region tool, this is the only page on the PCWT 
that you need to complete. 

Once you have ticked your preferences, click ‘Verify Preferences’ to confirm and save this 
page. If you do not wish for NHS Digital to share your data with any of the listed parties, you 
may click ‘Verify Preferences’ without ticking any of the boxes. 

This page must be completed once per quarter. 

You must tick this box if you are providing your 
workforce data through your HEE Region tool 
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Practice Overview 
This screen provides users with a brief overview of all staff members employed by their 
practice. 

 

Double-clicking on a member of staff takes users to their Staff Record and allows users to 
edit existing staff details. 

Users can also add a new member of staff by clicking Add a New Staff Member at the 
bottom of the screen. 

Download All Staff Data 

This tab allows you to download information regarding all staff members employed by your 
practice in a .csv file (by clicking the ‘Download All Staff Data’ button in the middle) which 
can then be opened using Microsoft Excel. 

 

 

Data items marked with a red asterisk on the tool (*) are considered mandatory items and 
must be included. 

Mandatory:  Data item must be included 

Essential: Data item should be included where known 

Optional: Data item should be included where applicable to staff member 

Derived:  This data item is automatically derived for each practice  
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Manage Staff 

This is where users can Add Staff Member, Mark Staff Member as a Leaver, Accept Staff 
Member and Transfer Staff to another Practice. 

If you have added a staff member by mistake (for example, if you have duplicated a staff 
member) you can also remove a staff member. 

Click on the appropriate option and it will take you to the corresponding screen. 
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Add Staff Member 

Staff Information 

 

The following table describes the requirement and additional guidance for all Staff Details 
data items to add a new member of staff: 

Data Item Requirement Additional Guidance 

Registration 
Number 

Essential for 
GPs and 
Nurses only 

This data item must be completed only for: 

- GPs General Medical Council (GMC) number 
and; 

- Nurses Nursing & Midwifery Council (NMC) 
pin number 

GMC numbers must be 7 numerical digits. 

NMC pin numbers must be 8 digits (in the format 
99A9999A, where 9 = any number and A = any 
letter) 

For other Staff Groups, please leave this data item 
blank. 

Surname / 
Forename 

Essential Please enter the staff member’s surname (family 
name) and forename (given name) in this field. 

For GPs where a GMC number has been entered in 
the Registration Number field, users have the 
option to select Lookup Registration No. This will 
search the database for a match so users can auto-
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populate Surname / Forename / Date of Birth fields. 

Users can also search the GMC database by 
entering a staff member’s surname and clicking 
Lookup Name. This function will return a list of 
users with similar surnames so users can auto-
populate Surname / Forename / Date of Birth fields. 
You will then be required to add the staff member’s 
National Insurance (NI) Number before you can save 
the changes and add the staff member to your 
practice. 

Please note that the lookup only holds those 
registered as General Practitioners (GPs) on the 
Royal College of General Practitioners (RCGP) 
register which is updated/refreshed quarterly. 

Other names Optional This data item only needs populating where staff 
member has a middle name(s). 

Staff Group Mandatory Every staff member should be mapped to one of the 
staff groups.  
Below is a full list of the contents of the drop-down 
menu for users to select the appropriate option.  

• GP 

• Nurses 

• Direct Patient Care 

• Admin/Non-Clinical 

Job Role Mandatory Within each Staff Group are more specific Job 
Roles. 

Below is a full list of the contents of the drop-down 
menu for users to select the appropriate option. The 
Job Role definitions are also included. 

 

GP: 

Job Role Definition 

Senior Partner Senior Partners are GPs who are self-employed business 
owners contracted to the NHS 

Partner/Provider 
 

Partners/Providers are other clinical partners or provider GPs 

Salaried by Practice 
 

Doctors who are employed by GP partnerships 

Salaried by Other Doctors who practice at the surgery, but are employed by the 
Area Team, CCG or an Independent Provider 

Registrar ST3/4 Registrar ST3/4s are fully qualified and registered doctors 
who are in final training (ST3 and ST4) and working at 
practice on a rotation, with a view to becoming a GP 

Registrar F1/2 Registrar F1/2s are fully qualified and registered doctors who 
are in the first two years of foundation training and working at 
practice on a rotation, with a view to becoming a GP 
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Junior Doctor Junior Doctors are contracted as hospital doctors and are on 
a 6 month rotation to a GP Practice 

Retainer Retainer GPs are fully qualified GPs who undertake a 
maximum of 4 sessions per week in general practice to retain 
skills and progress career with a view to returning to NHS 
General Practice in the future 

Locum - Covering Vacancy GP employed to cover a vacancy  

Locum – Covering 
Sickness/Maternity/Paternity 

GP employed to cover sick leave, maternity or paternity leave 
of an existing GP employed by the practice 

Locum – other GP employed to cover reason other than vacancy, sick leave, 
maternity or paternity leave of an existing GP employed by 
the practice 

 

 

Nurses: 

Job Role Definition 

Practice Nurse A Practice Nurse is a qualified and registered nurse involved in 
most aspects of patient care 

Advanced Nurse 
Practitioner 

Advanced Nurse Practitioners work in a variety of health care 
settings and in a number of different roles, which can range from a 
nurse consultant managing a specialist service to being a nurse 
partner within a GP practice. 

Nurse Specialist A Nurse Specialist is a qualified and registered nurse who has 
specialised in a particular area of practice (e.g. diabetes, epilepsy, 
cancer, etc.) 

Trainee Nurse A Trainee Nurse is a registered professional currently training and 
developing GP practice experience 

District Nurse A District Nurse is a qualified and registered nurse who visits and 
treats patients in their homes, operating in a specific area. To be 
included if employed by the practice and on the practice payroll 

Nursing Partner Nursing Partners are nurses who are self-employed business 
owners who contract to the NHS 

Extended Role 
Practice Nurse 

An Extended Role Practice Nurse is a Practice Nurse with an 
experience and/or knowledge in a particular health care area 

Nurse Dispenser A Nurse Dispenser is authorised to dispense drugs  
 

 

Direct Patient Care: 

Job Role Definition 

Dispenser Dispensers dispense medication but are not General 
Pharmaceutical Council (GPC) registered - likely to be combined 
with other duties/roles within the practice 

Health Care Assistant Health Care Assistants work under the guidance of a qualified 
healthcare professional, usually a nurse. Sometimes known as 
nursing assistants, nursing auxiliaries or auxiliary nurses 
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Paramedic As well as their normal duties as community paramedics, they also 
work closely with the practice team. They may hold practice clinics 
on a daily basis but their role as a community paramedic must 
come first 

Pharmacist Pharmacists practise in pharmacy, dispense medication and are 
GPC registered. Equivalent to high street pharmacists but 
employed to dispense by/within the GP practice 

Phlebotomist A Phlebotomist collects blood samples from patients 

Physician Associate A Physician Associate has undertaken post-graduate training to 
work under the supervision of a qualified doctor to provide support 
with the diagnosis and management of patients 

Physiotherapist Physiotherapists help and treat people of all ages with physical 
problems caused by illness, injury, disability or ageing 

Podiatrist Podiatrists exclusively specialise in treating the foot and ankle 

Therapist- Counsellor Counsellors are trained to help people to explore feelings and 
emotions in a confidential setting  

Therapist- 
Occupational 
Therapist 

Occupational Therapists are registered with the Health and Care 
Professions Council to help people of all ages to carry out everyday 
activities essential to health and wellbeing 

Therapist- Other Any other professional employed by the GP practice who is directly 
involved in therapy (not including Counsellors or Occupational 
Therapists) 

Nursing Associate A Nursing Associate is learning on the job via an apprenticeship 
leading to a foundation degree. The government will also look at 
what opportunities there are for staff in this role to progress to 
become a registered nurse through either a degree level nurse 
apprenticeship or a shortened nursing degree at university. 

Apprentice - Health 
Care Assistant 

Learn and gain experience with structured training within a GP 
Practice, leading to a nationally recognised qualification as a Health 
Care Assistant. 

Apprentice - 
Pharmacist 

Learn and gain experience with structured training within a GP 
Practice, leading to a nationally recognised qualification as a 
Pharmacist. 

Apprentice - 
Phlebotomist 

Learn and gain experience with structured training within a GP 
Practice, leading to a nationally recognised qualification as a 
Phlebotomist. 

Apprentice - 
Physiotherapist 

Learn and gain experience with structured training within a GP 
Practice, leading to a nationally recognised qualification as a 
Physiotherapist. 

Apprentice - Other Learn and gain experience with structured training within a GP 
Practice, leading to a nationally recognised qualification. 

Other Any other professional employed by the GP practice who is directly 
involved in the treatment and care of patients 
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Admin/Non-Clinical: 

Job Role Definition 

Estates and Ancillary E.g. cleaners, gardeners, etc. directly employed by the GP practice 

Manager Manager involved in all aspects of managing staff or premises, who 
is not a Partner 

Management Partner Management Partners are involved in all aspects of managing staff 
or premises. They are self-employed business owners contracted to 
the NHS. Please note that GP Partners and Nursing Partners 
should be included in the relevant categories above. 

Medical Secretary A Medical Secretary provides secretarial/administrative 
support/maintains records. They deal with first line enquiries from 
patients/relatives/staff, coordinate waiting lists/clinics and may 
supervise other staff. 

Receptionist 

 

Receptionists provide clerical support/reception service, answer 
general queries and carry out administrative tasks 

Telephonist A Telephonist is an operator of a switchboard 

Apprentice 

 

Learn and gain experience with structured training within a GP 
Practice, leading to a nationally recognised qualification in their 
chosen Admin field. 

Other Any other administrative staff working within the practice 

   

Date of Birth Mandatory Must be numeric and in DD/MM/YYYY format. 

Ages below 14 or over 90 will be considered Invalid. 

Please ensure DD is from 1-31, MM is from 1-12 and 
YYYY is not outside the age range specified above. 

NI Number Optional Must be in the format of two prefix letters, six digits, 
and one suffix letter. 

Training 
Number 

Optional Any Training Number that relates to the staff 
member can be entered in this field. 
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Details 

 

Data Item Requirement Additional Guidance 

Gender Mandatory Below is a full list of the contents of the drop-down 
menu for users to select the appropriate option. 

• Male 

• Female 

• Unknown 

Ethnicity Mandatory Below is a full list of the contents of the drop-down 
menu for users to select the appropriate option. 

• White British 

• White Irish 

• Other White Background 

• Mixed White / Black Caribbean 

• Mixed White / Black African 

• Mixed White / Asian 

• Other Mixed background 

• Asian or Asian British - Indian 

• Asian or Asian British - Pakistani 

• Asian or Asian British - Bangladeshi 

• Other Asian background 

• Black or Black British - Caribbean 

• Black or Black British - African 

• Other Black background 

• Chinese 

• Other ethnic group 

• Not Stated  

• Unknown 

 Where the staff member does not wish to disclose 
this data item, please select ‘Not Stated’. 
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Job Information 

 

Data Item Requirement Additional Guidance 

Organisation 
Code 

Derived This data item is automatically populated with the 
ODS code of your practice. 

Registered 
Interest / 
Special 
Interest 

Optional These data items can be used to record a staff 
member’s interests in clinical fields – it is usually 
used for clinical staff and more than one option can 
be ticked. 

Below is a full list of the contents of the drop-down 
menu for users to tick the appropriate option(s).  

• Accident and 

Emergency 

• Acute Internal 

Medicine 

• Allergy 

• Anaesthetics 

• Audiovestibular 

Medicine 

• Blood Transfusion 

• Cardiology 

• Cardio-thoracic 

Surgery 

• General Medical 

Practitioner 

• General Pathology 

• General Practice 

• General Psychiatry 

• General Surgery 

• Genito-urinary 

Medicine 

• Geriatric Medicine 

• GP Bed/Casualty fund 

• Haematology 

• Oral Medicine 

• Oral Microbiology 

• Oral Surgery 

• Orthodontics 

• Other Specialities 

• Otolaryngology 

• Paediatric and 

Perinatal Pathology 

• Paediatric Dentistry 

• Paediatric Neurology 

• Paediatric Surgery 
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• Chemical Pathology 

• Child and Adolescent 

Psychiatry 

• Clinical Cytogenetics 

and Molecular 

Genetics 

• Clinical Genetics 

• Clinical 

Neurophysiology 

• Clinical Oncology 

• Clinical Pharmacology 

and Therapeutics 

• Clinical Physiology 

• Clinical Radiology 

• Community Health 

Services Dental 

• Community Health 

Services Medical 

• Community Sexual 

and Reproductive 

Health 

• Dental and 

Maxillofacial 

Radiology 

• Dermatology 

• Diagnostic 

Neuropathology 

• Endocrinology and 

Diabetes Mellitus 

• Endodontics 

• Forensic 

Histopathology 

• Forensic Psychiatry 

• Gastro-enterology 

• General (Internal) 

Medicine 

• General Dental 

Practitioner 

Histopathology 

• Immunology 

• Infectious Diseases 

• Intensive Care 

Medicine 

• M D Retainer Scheme 

• Medical Fees LA 

Services 

• Medical Microbiology 

• Medical Oncology 

• Medical 

Ophthalmology 

• Medical 

Psychotherapy 

• Medical Research 

Council 

• Medical Virology 

• Neurology 

• Neurosurgery 

• Nuclear Medicine 

• Obstetrics and 

Gynaecology 

• Occupational 

Medicine 

• Old Age Psychiatry 

• Ophthalmology 

 

 

 

 

 

 

• Oral and Maxillofacial 

Pathology  

• Oral and Maxo-Facial 

Surgery Paediatrics 

• Palliative Medicine 

• Payment to Clinical 

Member of 

Management Team 

• Paediatric Cardiology 

• Periodontics 

• Plastic Surgery 

• Prosthodontics 

• Psychiatry of Learning 

Disability 

• Public Health 

Medicine 

• Rehabilitation 

Medicine 

• Renal Medicine 

• Respiratory Medicine 

• Restorative Dentistry 

• Rheumatology 

• Special Care Dentistry 

• Sport and Exercise 

Medicine 

• Trauma and 

Orthopaedic Surgery 

• Tropical Medicine 

• Urology 

• Vascular Surgery 

Date Joined Mandatory Must be numeric and in DD/MM/YYYY format. 

Please ensure DD is from 1-31 and MM is from 1-12. 

Where YYYY is unknown, please do not enter 
default dates (as this will adversely affect data 
quality). Please enter an accurate date. 
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Source of 
Recruitment 

Essential Please select an option from the drop-down menu 
detailing the source from which the staff member 
was recruited. 
Below is a full list of the contents of the drop-down 
menu for users to select the appropriate option.  

• NHS Organisation 

• Social Services 

• Private Health/Social 

Care 

• General Practice 

• Prison Service 

• Armed Forces 

• Education Sector 

• Other Public Sector 

• Other Private Sector 

• Self Employed 

• Abroad - EU Country 

• Abroad - Non EU 

Country 

• Education/Training 

• NQ - First 

Qualification 

• NQ - Further 

Qualification 

• Return to Practice 

• No Employment 

• Unknown 

Type of 
Contract 

Essential Please select an option from the drop-down menu 
detailing the contract type of the staff member. 
Below is a full list of the contents of the drop-down 
menu for users to select the appropriate option.  

• Permanent 

• Fixed term/Temporary 

• Bank 

• Honorary 

• Locum 

• Retainer Scheme 

Contracted 
Working Hours 
(per week) 

Mandatory Please enter the number of hours that the staff 
member is contracted to work per week. This is 
based on the assumption that 37.5 hours = 1 Full 
Time Equivalent (FTE). Please ensure that this field 
contains hours and not sessions. 

We are aware that some staff members are not 
contracted to work a specific number of hours (e.g. 
Partners). In this scenario, please enter 0 for 
Contracted Working Hours (per week) and 
complete the staff member’s Average Weekly 
Hours (as below). 

Contracted Working Hours (per week) are specific 
only to work within your practice (if a staff member 
works in other settings outside the practice (e.g. a 
day in hospital), these hours should not be included 
under your practice code). 

Average 
Weekly Hours 

Essential This is the actual number of hours a staff member 
works on average per week. 

Average Weekly Hours are specific only to work 
within your practice (if a staff member works in other 
settings outside the practice (e.g. a day in hospital), 
these hours should not be included under your 
practice code). 
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Leaving Information 

If a staff member is not leaving, users are not required to enter anything in this section. 

For Locums, Termination Dates should only be entered when a practice is sure that 
said Locum will not be returning to their practice. Otherwise, Locum staff should not 
be marked as Leavers. 

Please note, if a member of your staff is moving within General Practice to another 
organisation that uses the PCWT’s Workforce Census Module, you can simply transfer their 
data record from your practice to their new practice. This can be done using the Transfer 
Staff Member button on the Manage Staff page. To do this, you must know either the ODS 
Code, or name, of the practice that the staff member is moving to. If you are transferring a 
staff member, you do not need to complete the Leaving Information tab (table below). The 
staff member’s new practice must then accept this transfer. Please see page 24 for more 
details. 

Similarly, if a new starter at your practice has come from another organisation that uses the 
PCWT’s Workforce Census Module, their old practice can transfer their staff record to your 
practice. You will be notified of this upon logging into the tool. You will then need to accept 
this transfer and check that all details are correct, altering any necessary fields such as 
Hours, Job Role, Date Joined, etc. Please see the ‘Accept Staff Member’ section of this 
guidance for more details. 

Entering an Actual Termination Date for a member of staff will mark them as a leaver from 
your practice. This staff member will then still show on your Overview however they will no 
longer be included in current statistics for your practice. 
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The following table describes the requirement and additional guidance for all Staff Details 
data items within the Leaving Information tab: 

Data Item Requirement Additional Guidance 

Actual Termination Date Essential Must be numeric and in DD/MM/YYYY format. 

Please ensure DD is from 1-31 and MM is from 1-
12. 

Where YYYY is unknown, please do not enter 
default dates (as this will affect data quality). 
Please enter an accurate date. 

Reason for Leaving Essential Please select an option from the drop-down menu 
detailing the reason why this staff member is 
leaving. 
Below is a full list of the contents of the drop-down 
menu for users to select the appropriate option.  

• Death in service 

• Dismissal - Capability 

• Dismissal - Conduct 

• Dismissal – Some Other Substantial Reason 

• Dismissal – Statutory Reason 

• End of Fixed Term Contract - Completion of Training Scheme 

• End of Fixed Term Contract - End of Work Requirement 

• End of Fixed Term Contract - External Rotation 

• End of Fixed Term Contract - Other 

• Pregnancy 

• Redundancy - Compulsory 

• Redundancy - Voluntary 

• Retirement - Age 

• Retirement - Ill Health 

• Voluntary Early retirement - No actuarial reduction 

• Voluntary Early retirement - With actuarial reduction 

• Voluntary Resignation – Adult Dependants 

• Voluntary Resignation – Better Rewards Package 

• Voluntary Resignation – Child Dependants 

• Voluntary Resignation – Health 

• Voluntary Resignation – Incompatible Working Relationships 

• Voluntary Resignation – Lack of Opportunities 

• Voluntary Resignation – Other/Not Known 

• Voluntary Resignation – Promotion 

• Voluntary Resignation – Relocation 

• Voluntary Resignation – Work/Life balance 

• Voluntary Resignation – To undertake further education or training 

• Mutually Agreed Resignation – National scheme with repayment 

• Mutually Agreed Resignation – Local scheme with Repayment 

• Mutually Agreed Resignation – Local scheme without Repayment 

• Bank staff not fulfilled minimum work requirement 
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Destination on Leaving Essential Please select an option from the drop-down menu 
detailing this staff member’s next employment 
upon leaving your practice. 
Below is a full list of the contents of the drop-down 
menu for users to select the appropriate option. 

• NHS Organisation 

• Social Services 

• Public Health/Social Care 

• General Practice 

• Prison Service 

• Armed Forces 

• Education Sector 

• Other Public Sector 

• Other Private Sector 

• Self Employed 

• Abroad – EU Country 

• Abroad Non - EU Country 

• Education /Training 

• No Employment 

• Death in Service 

• Unknown 

Where this information is unavailable please select 
‘Unknown’ 
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Infrequent Locum Usage 

The PCWT has been updated to make it easier to record GP Locum data following valuable 
feedback from practices. 

Any GP Locums who regularly work at your practice (and for whom personal details are 
known) e.g. cover for maternity leave and long-term sickness, should be entered using the 
same method as any other staff member. 

Infrequent Locums are GP Locums who do not regularly work at your practice. These GP 
Locums may be supplied as and when, from an agency, and therefore few personal details 
may be known by the practice. 

Add a New Infrequent Locum Record 

To add a new Infrequent Locum, navigate to the Infrequent Locum Usage page and click 
‘Add a New Locum’ at the bottom of the page. 

To update the Forename/ Surname/ Registration Number for an existing Infrequent Locum, 
double click on the record. 

Edit an Existing Infrequent Locum Record 

To update the No. Hours, click in the box and overwrite the text. A green tick indicates that 
the change to the No. Hours field has been successfully saved. 
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The details required to be input for each Infrequent Locum are outlined below: 
 

Data Item Additional Guidance 

Forename/Surname Please enter the staff member’s surname (family name) and forename 
(given name) in these fields. 

Where a GMC number has already been entered in the GMC Number 
field, users can select Get name from GMC No. This will search the 
database for a match so users can auto-populate Forename/Surname. 

Please note that the lookup only holds those registered as General 
Practitioners (GPs) on the Royal College of General Practitioners 
(RCGP) register, which is updated/refreshed quarterly within the 
PCWT. 

GMC Number This data item must be completed with the staff member’s General 
Medical Council (GMC) number. 

GMC numbers must be 7 numerical digits. 

Where a surname has already been entered in the Surname field, 
users can select Get GMC No. from surname. This will search the 
database for a match so users can auto-populate the GMC number. 

Please note that the lookup only holds those registered as General 
Practitioners (GPs) on the Royal College of General Practitioners 
(RCGP) register, which is updated/refreshed quarterly within the 
PCWT. 

No. Hours Users can keep this field updated whenever an Infrequent Locum 
works at the practice. 

If you have already entered hours in this field and wish to update it later 
in a quarter, please delete the existing number and overwrite it with the 
new total hours for the quarter. 

The number of hours present in this field on the extraction date is the 
number that will be used for the census. 

 
The Historical Usage tab will include all historical Locum Usage figures for your practice. 
This will update after each quarterly extraction to contain the cumulative number of hours 
worked by each Infrequent Locum used by your practice in previous quarters.  
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Mark as Leaver 

If your staff member is not leaving to another GP Practice who already use the Workforce 
Census Module of the PCWT and therefore cannot be transferred, you will need to complete 
the Leaving Information page. 

 

1. To choose a staff member, click on the arrow and all active staff will appear. 

2. Once you find the correct staff member, click once to select . 

3. Next click in the ‘Choose Leaving Date’ box, a calendar will pop up. 

4. Use the arrow in the top right and left hand corners to change the month and click on 
the day to select. 

5. This defaults to the current month but you can use the arrows to choose dates before 
and after this. 

6. Once you have chosen a staff member and entered their leaving date click ‘Mark as 
Leaver’. 
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Accept Staff Member 

 

1. To choose a staff member, click on the arrow and any staff awaiting transfer will 
appear. 

2. Once you find the correct staff member, click once to select . 

3. Once you have chosen a staff member to accept for transfer, click ‘Accept staff 
member’. 

4. The new staff member will appear in your Practice Overview – you will need to 
populate the ‘Date Joined’, ‘Contract Hours’ and ‘Average Weekly Hours’ fields. 
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Transfer Staff Member 

 

1. To choose a staff member, click on the arrow and all active staff will appear. 

2. Once you find the correct staff member click once to select  

3. Once you have chosen the staff member to transfer click on choose destination 
practice and fill in the destination practice’s ODS code e.g. Z12345. 

4. Once you have chosen a staff member and chosen their destination practice click 
‘Transfer Staff Member’ 
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Remove Staff Member 

When a staff member leaves your practice, do not remove them from the tool. Instead 
you should add a Termination Date to their Staff Record. The ‘Remove Staff Member’ 
function is only for staff members who were added incorrectly. 

 

1. To choose a staff member, click on the arrow and all active staff will appear. 

2. Once you find the correct staff member click once to select  

3. Once you have chosen the staff member fill in the enter reason for removal box. This 
is free text and there are no drop-down options 

4. Once you have chosen a staff member and entered the reason for removal click 
‘Remove Staff Member’ 
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Manage Vacancy 

Existing vacancies are immediately visible in this tab. 

Double-clicking on a vacancy will allow uses to edit existing vacancies, e.g. to change the 
status of a vacancy from ‘Actively recruiting’ to ‘Filled’. 

The Manage Vacancy page of the module allows you to record and maintain all details of 
vacancies at your Practice. The main view for this page is the Vacancy Overview. 

You can create an existing vacancy for any staff post available at your practice by clicking on 
the Add a New Vacancy button at the bottom. 
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The following table describes the requirement and additional guidance for the fields within 
Manage Vacancy: 

Data Item Requirement Additional Guidance 

Organisation 
Code 

Derived This data item is automatically derived for each practice. 

Staff Group   Mandatory Every staff member should be mapped to one of the 
following groups: GP, Nurses, Direct Patient Care, 
Admin/Non-clinical 

A full list of Staff Groups is available in the Add Staff 
Member section of this guidance (on page 10). 

Job Role  Mandatory Within each Staff Group are more specific Job Roles. 

A full list (including definitions) of each Job Role is 
available in the Add Staff Member section of this 
guidance (on page 10). 

Vacancy Start Mandatory Please enter the date the vacancy opened. 

Must be numeric and in DD/MM/YYYY format. 

Please ensure DD is from 1-31 and MM is from 1-12. 

Where YYYY is unknown, please do not enter default 
dates (as this will adversely affect data quality). Please 
enter an accurate date. 

Vacancy End Optional Please enter the date the vacancy closed, if applicable. 

Must be numeric and in DD/MM/YYYY format. 

Please ensure DD is from 1-31 and MM is from 1-12. 

Where YYYY is unknown, please do not enter default 
dates (as this will adversely affect data quality). Please 
enter an accurate date. 

Vacancy 
Whole Time 
Equivalent 

Essential This field records any vacancies on the equivalent basis to 
a full time post, based on 37.5 hour working week – e.g. 
for a vacancy of 18.75 hours, you would record 0.5 a 
WTE. 

Vacancy 
Status 

Essential Below is a full list of the contents of the drop-down menu 
for users to select the appropriate option.  

• Actively recruiting 

• On Hold 

• Filled 

• Actively recruiting following previous attempts 

Vacancy 
Cover 
Available 

Essential Below is a full list of the contents of the drop-down menu 
for users to select the appropriate option.  

• Yes 

• No 

• Partially 
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Staff Record 

If you select Staff Record in the left hand panel or double click on a staff member in the 
Practice Data tab, you will be taken to their Staff Record. Users can edit any Staff Details 
from within that particular Staff Record. 

Another function within the Staff Record is managing Absence. Please see the Absence 
section of this guidance for more details. 

The Staff Report function allows users to download a pdf version of the data held on the 
tool, regarding a particular staff member. 

Staff Details 

 

 

1. To choose a staff member, click on the arrow and all active staff will appear. 

2. Once you find the correct staff member click once to select  

3. Once you have chosen a staff member click ‘Choose this Staff Member’ 

 
You can now edit your previously entered staff information, or click Absence or Staff Report 
at the top of the page.  
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Absence 

Any existing absences for the selected staff member will be visible on this screen. To edit an 
absence, double click on it. To remove an absence, contact NHS Digital Enquiries 
(enquiries@nhsdigital.nhs.uk - include ‘Primary Care Web Tool’ in the subject). 

 

Clicking the Absence tab, followed by Add a New Absence, will present users with the 
following pages: 

 

 

 

mailto:enquiries@nhsdigital.nhs.uk
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The following table describes the requirement and additional guidance for the fields within 
the Absence page: 

Data Item Requirement Additional Guidance 

Organisation 
Code 

Derived This data item is the ODS code, automatically populated 
for each GP practice. 

NI Number Derived This data item will be carried over from the Staff Details 
entry. 

Start Date Mandatory Please enter the date the absence period commenced. 

Must be numeric and in DD/MM/YYYY format. 

Please ensure DD is from 1-31 and MM is from 1-12. 

Where YYYY is unknown, please do not enter default 
dates (as this will adversely affect data quality). Please 
enter an accurate date. 

End Date Mandatory Please enter the last date of the absence period. 

Must be numeric and in DD/MM/YYYY format. 

Please ensure DD is from 1-31 and MM is from 1-12. 

Where YYYY is unknown, please do not enter default 
dates (as this will adversely affect data quality). Please 
enter an accurate date. 

On-going Essential Below is a full list of the contents of the drop-down menu 
for users to select the appropriate option.  

• Yes 

• No 

Absence 
Category 

Essential Below is a full list of the contents of the drop-down menu 
for users to select the appropriate option.  

• Sickness 

• Disability 

• Adoption 

• Paternity Adoption 

• Maternity 

• Paternity 

• Study Leave – Regular 

• Study Leave – Infrequent 

• Compassionate 

• Other 

Absence Part 
Day 

Optional Where an absence episode is 1 day or less, please 
indicate the appropriate proportion of the day taken as 
absence. 

Below is a full list of the contents of the drop-down menu 
for users to select the appropriate option.  

• Full Day 

• 0.25 days 

• 0.5 days 

• 0.75 days 



User Guidance 

  

 

Copyright © 2017 Health and Social Care Information Centre. 
NHS Digital is the trading name of the Health and Social Care Information Centre. 33 

Absence 
Covered 

Optional Please indicate whether this absence was covered by 
another member of staff. 

Below is a full list of the contents of the drop-down menu 
for users to select the appropriate option.  

• Yes 

• No 

• Partially 

Covered By Optional Please indicate who the absence was covered by, or 
select ‘Not Applicable’ where the absence was not 
covered. 

Below is a full list of the contents of the drop-down menu 
for users to select the appropriate option.  

• Not Applicable 

• Locum Staff 

• Bank Staff 

• Agency Staff 

• Internal Staff 

• Combination of the above 

• Other 
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Staff Report 

 

Selecting Click to open PDF record will open a PDF document, containing all details of the 
selected staff member. 
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Record Status 

This section details all active staff records (excluding those marked as having left), and 
indicates whether those staff had all mandatory fields completed. 

All staff on this list will be extracted by NHS Digital on the next extraction date. 

 

You can use this page to help improve your practice’s data quality. 

Any staff members marked with a cross are missing one or more mandatory fields. Please 
click on the affected staff member’s name. To rectify this, go to the Staff Details page. This 
should be carried out before the extraction date wherever possible. 

NHS Digital may contact practices to query these records, throughout the year, as part of the 
ongoing data quality improvement process.  
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Staff Demographics 

The Staff Demographics section shows simple breakdowns of your staff, as shown below, 
using the following categories:  

 

• Staff by Group  

• Staff by Age  

• Staff by Gender  

• Staff by Ethnic Origin  
 
These will be produced in the form of bar charts which can then be either saved (to various 
formats) or printed. 

Staff members who have been marked as a leaver are not included in these demographics. 

 

 

 

 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Staff / 1000 Patients 
The second tab shows Staff Demographics per 1000 
patients. This produces charts of staff numbers per 
1000 patients for: 

 

• Staff by Group 

• Staff by Age 

• Staff by Gender 

• Staff by Ethnic Origin  
 

The calculations for this function are made using the  
GP Practice’s patient list size (how many patients are 
registered at your Practice). This is maintained by NHS 
England – for queries regarding your practice list size, 
please contact primarycareweb@nhs.net  

mailto:primarycareweb@nhs.net

