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Introduction
The methodology is designed to enable Local Authorities to undertake a detailed study of the services provided and the staff resources required to achieve this. The outcome is a total Number of Full Time Equivalent Food Officers (FTE).

The objectives of the study are;

· To calculate the required FTE for delivery of the Food Safety Service Plan

· To calculate the FTE deficit for compliance with the Food Standards Agency – Food Law Code of Practice (Scotland) 1
The methodology outlines the process undertaken and the calculations involved in order to arrive at the total FTE required.  

Methodology

1. The current staff resources for the Food Service require to be estimated. This requires an assessment of each officers time involved solely on food related work in a typical working week. A calculation can then be made, time on food work/total time .This will result in a figure from 0 through to 1 and indicates the equivalent numbers required. E.g. an officer spends 17.5 hours of a 35 hour week on food related work 17.5/35= 0.5 FTE.  

2. Select Officers to participate in a work study that represent a range of activities across different areas of the service. The officers should then record their time for the components of the activity over a two week period. A blank version of the table used is included as Appendix 1. The data is then analysed to produce an average time for specific activities and components of this. Additionally officers with a specific responsibility are asked to estimate the period of time required to complete a specific task. (Column 1)

3. The data is used to calculate the time required in days for each task. (Column 2)

4. The required frequency of each task is then calculated using data from previous years, spreadsheets and the projected number of visits required by the Food Standards Agency – Food Law Code of Practice (Scotland) 1  over the year from the food premises database (Uniform)  (Column 3).

5. The required time in days is multiplied by the required frequency of the task over the year. This provides a figure which is the Number of Full Time Equivalent (FTE) Food Officers required if they are to be employed on that specific task over the course of the year.   (Column 4). The total for this column is the required FTE to deliver the Service Plan.

6. The activities not included in the Food Safety Service Plan, but which are required by the Food Standards Agency – Food Law Code of Practice (Scotland) 1  are calculated. The required time in days is multiplied by the required frequency of the task over the year. This provides a figure which is the Number of Full Time Equivalent Food Officers required if they are to be employed on that specific task over the course of the year. (Column 5) The total for this column is the additional FTE required to comply with the Food Standards Agency – Food Law Code of Practice (Scotland) 1 during the year. It is also a calculation of the FTE deficit.

Full Time Equivalent Calculation - Food Safety Enforcement 20XX-20XX
Estimated Average Full Time Equivalent (FTE) Frontline Food Enforcement Officers for 20##-20## =  XX Officers

	Column 1

Activity
	Column 2

Estimated Time

(in days = 7 hrs)
	Comment
	Column 3

Number

(during 20##/20##)
	Column 4

FTE (Required to achieve Activity)
	Column 5

FTE deficit

(Required to achieve CoP Compliance)

	
	
	
	
	C2 * C3 / (working days in year) 220.5
	C2*C3 / (working days in year) 220.5

	A – Risk Inspection
	
	revisit/travel/admin

assume same rating x 2 inspections  during the year
	
	
	

	B – Risk Inspection
	
	revisit/travel/admin
	
	
	

	C - Risk Inspection

40% C’s due
	
	revisit/travel/admin

(excluding 50% street traders rated a C risk)
	
	
	

	C - Risk Inspection

Complete outstanding 60%
	
	revisit/travel/admin

(excluding 50% street traders rated a C risk)
	
	
	

	C - Risk Inspection

All missed C’s
	
	revisit/travel/admin
	
	
	

	D – Risk Inspection
	
	inspection/travel/admin

Achieve Total Number
	
	
	

	E – Risk AES
	
	Achieve Total Number
	
	
	

	New Premises Inspection - High
	
	revisit/travel/admin

(Total 661 New Premises)
	
	
	

	New Premises Inspection – Med
	
	revisit/travel/admin
	
	
	

	New Premises Inspection – Low
	
	inspection/travel/admin
	
	
	

	Approved Premises Inspection
	
	travel/admin

2/1 officers
	
	
	

	Approved Premises Revisit
	
	travel/admin
	
	
	

	New Approval of Premises
	
	Inspection/revisit/travel/admin
	
	
	

	A Risk Stand-alone Food Standards Inspection
	
	Inspection/missed/planned

travel/admin
	
	
	

	B Risk Stand-alone Food Standards Inspection Planned
	
	Inspection/travel/admin
	
	
	

	B Risk Stand-alone Food Standards Inspection Missed
	
	Inspection/travel/admin
	
	
	

	C Risk Food Standards AES
	
	inspection/travel/admin
	
	
	

	Food Standards Advice
	
	research/admin
	
	
	

	Service Request Visit
	
	FP allegations included
	
	
	

	Service Request No Visit
	
	Full range of enquires – food reg, advice, enquiries – Not Food Standards
	
	
	

	Team Meetings
	
	Food Team / Area Team meetings
	
	
	

	Serving HIN
	
	revisit/travel/admin
	
	
	

	Serving RAN
	
	revisit/travel/admin

2 officers
	
	
	

	Serving HEPN
	
	revisit/travel/admin

2 officers
	
	
	

	Port Health Inspections
	
	2 officers
	
	
	

	Port Health

Admin
	
	1 officer procedures/emails/admin/meetings
	
	
	

	Mobile Worker

Monthly IT Issues
	
	Calculated Monthly
	
	
	

	Export Certificates
	
	Fluctuates over the year, more than one officer involved. Includes Annual Traceability Audits
	
	
	

	Training
	
	All Food Staff (27.5)
	
	
	

	Sampling
	
	Micro/Chemical etc
	
	
	

	Student Training
	
	Arranging visits, officer time to explain processes
	
	
	

	Licensing Activities


	
	MOL/Occasional/ Finalisation
	
	
	

	Events
	
	Major/Minor Events subject to a PEL (Concerts/MELA/Piping etc)
	
	
	

	Street Traders
	
	Travel/inspection/admin/service requests
	
	
	

	Project Work
	
	Officers spend 1 day each week focusing on projects – 8 frontline officers
	
	
	

	FOI Requests
	
	Collecting information/emails
	
	
	

	Other Food Related Activities
	
	Food Alerts, Initiatives, Presentations, voluntary surrenders/closures
	
	
	

	Actual FTE (year-year)
	
	
	
	XX
	

	Total FTE Required (year-year)
	
	
	
	XX
	

	Total FTE Required to address deficit
	
	
	
	
	XX


Notes

1. Assumes that there will be no sickness absence during the year. Any absence will reduce the Full Time Equivalent available to provide the Service.

2. Assumes that the risk rating of the premises will remain static. In reality risk rating of premises will change over the year affecting the profile of premises risk ratings.

3. Any major food alert or food poisoning outbreak would also affect the delivery of the “business as usual” Service.

4. In addition to the Frontline Staff there are an additional 2.4 FTE staff within the Food Safety Management Team as well as administrative support.

Suggested Key Findings (For Benchmarking Purposes)

· The average frontline FTE for 2015-2016 has been calculated as XX. In order to deliver the Service Plan for 2015-2016 a FTE of XX is required.
· In order to comply fully with the Food Standards Agency – Food Law Code of Practice (Scotland)1 a FTE of XX  would be required.
· The Calculated Total number of Food Premises as of 23rd January 2015 is XXXX
· The ratio of Number of Premises for each FTE is XX Premises
· The ratio of Number of Interventions for each FTE is (XX: XX ) 
· XX Interventions per FTE (based on LAEMS return data for 2013-2014)
· The percentage of premises on the database categorised as unrated (XX%) or missed (XX %)  is XX %
· It is estimated that XXXX revisits are to be undertaken. The equivalent of XXFTE
· The average time for a New/A/B/C risk Inspection equates to XX minutes or X hours and XX minutes
· The average time for a New/A/B/C risk Revisit equates to X minutes or X hours and XX minutes.
· The average time for an Approved Premises Inspection equates to XX  minutes or X hours and XX minutes (This often requires two officers)
References:

1. Food Standards Agency – Food Law Code of Practice (Scotland) – Annex5 Risk Rating

2. Food Standards Agency – Food Law Practice Guidance (Scotland)

3. Food Standards Agency LAEMS Returns 2013-2014

Annex 1 - Work Study: Officer Recording Spreadsheet

	Activity
	Activity Details
	Total Time
	 

	
	Preparation
	Check 
uniform/idox
	Print previous 
inspection report
	Travel to
premises
	Undertake
inspection
	Return to 
home/office
	Update 
uniform
	Correspondence
	Other
(specify)
	
	Comments

	A - Risk Premises Inspection
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	A - Risk Premises Revisit
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	B - Risk Premises Inspection
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	B - Risk Premises Revisit


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	C - Risk Premises Inspection
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	C - Risk Premises Revisit
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	New Premises Inspection
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	New Premises Revisit
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Service Request
Requiring a Visit
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Food Poisoning Allegation


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Food Team Meeting
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Area Team Meeting
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Approved Premises Inspection
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Approved Premises Revisit
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Serving HIN
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	checking HIN compliance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Serving RAN
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Checking RAN compliance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Serving HEPN
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	checking HEPN compliance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Food Standards Inspection
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Food Standards Advice
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Approval of Food Premises
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	service request phone calls


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Allocating Service
Requests Home
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Service Request
Not Requiring a Visit
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	IT issues when Home working
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	General Admin:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Submitting Mileage
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Submitting Annual Leave
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Entering visits in diary
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Emailing Office
re on site/off site
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Reading/Responding to emails
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Reading Allergen Guidance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	FHIS certificates
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Phone calls
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


