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Logging In

The HR system (iTrent) can be accessed by using the following web address
https://itrent.hud.ac.uk/.

iTrent uses Single Sign On (SSO) which means your University login credentials will be passed
through and you will be signed into the system automatically.

If you are prompted with Login options like below, please choose “Single Sign-on account”.

Login a

Please logon using either

[ Single Sign-on account

Or
[ A different account

If you are experiencing any difficulties logging into iTrent and would like assistance please contact
myhr@hud.ac.uk.

Note: iTrent is only available when working on campus, or when being accessed remotely via
UniDesktop or the VPN.
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Homepage

Once you have successfully logged into iTrent as a People Manager, you will be presented with
the Homepage as shown below.

= MENU 0O Mansge)

“@- Good afternoon Jennifer, welcome back! You last logged in 1 minute ago T

=
B
L
Sickness Absence Policy Absence Reports

People Manager User
Guide and Videos

My to do list (0) / Processes (0) Out of office today (Jennifer Spencer)

L L7

EEEET]
(AR

While using iTrent, if you navigate away from the homepage, you can always get back to the home
page by clicking on the iTrent button in the top left-hand side of the screen as shown below.

iITrent| Bosnizoz X

~ Organisation

University of Huddersfield
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My Staff

Viewing My Staff

You are able to view all members of staff that report to you by clicking on the “My Staff” Button on
the homepage.

f
My Staff >
Task Redirection >
>

Absence Reports

When you click on this button, a list of staff that reports to you will appear down the left-hand side
of the screen. This list shows staff that report directly to you, however, you are able to search for a
member of staff who reports to you indirectly through one of your reportees.

iTrent ®8osmizezz X

~ Organisation

University of Huddersfield

~ People :
[ ][Surnarne V] Q +

Results 4 People

™ Michael Brown
@ Kaitlan Croft

™) Claire McFarlane

G Kyle Pittman

Clicking on a member of staff will open the below summary page where you can view certain
information about that person such as their Position details, Absence information and Contact
details.

6|Page
September 2024



@ Michael Brown

Administration Assistant
36396 (Personal ref) 27.00 hours | F;J” tlg}%igg;:)anent | Grade 5 | Scalepoint PT21
7363605 (Payroll ref) ccupangy startedion

I
Personal ‘ Employment
Known as Michael ;

Reporting manager
Jennifer Spencer
Head of Department

1Sep 2022 - 31 Aug 2023

Calendar
@ VIEW FULL CALENDAR
03 - 16 November 2022 of 362.6
nours
04 05 06 07 08 09 10 11 12 13 14 15 16
Holidays remaining \

1 ‘ %% ‘ ‘ JU L %%; ‘ ‘ J (as of last calculation) I

LINKS

_ > Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR
Bo

I Contact Information l I Emergency Contact Information

Searching My Staff

It is also possible to search for a specific person that reports in to you. To do this, click on the “My
Staff” button on the homepage

n

My Staff >
Task Redirection >
>

Absence Reports

When you click on this button, a list of staff that reports in to you will appear down the left-hand
side of the screen, with a search option at the top of the list.
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~ People

( J(surname v) Q +

Enter the surname into the search field and press Enter. All staff that report in to you that match
your search will be displayed below the search option.

~ People

(Brown ) surname v) QA +

Results 1 Person
Select all

& Michael Brown

If you have more than one person with the same surname, select that person from the list and the
below summary page will open where you can view certain information about that person such as

their Position details, Absence information and Contact details.

@ Michael Brown c
Personal Employment
Known as Michael Administration Assistant
36396 (Personal ref) _27.00 hourf |tF§I|tl$$O\1§’2eggwoanent | Grade 5 | Scalepoint PT21
7363605 (Payroll ref) ccpancy startecion
Reporting manager
Jennifer Spencer
Head of Department
Calendar 1Sep 2022 - 31 Aug 2023
<@ VIEW FULL CALENDAR
03 - 16 November 2022 of 362.6
04 05 06 07 08 09 10 11 12 13 14 15 16
Holidays remaining
(as of last calculation)
LINKS
3ils. | > Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR
’ Contact Information 1 \ Emergency Contact Information
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Task Redirection

Using iTrent you can redirect your tasks to another person who will then be able to complete
certain tasks such as authorising annual leave for your reportees if you are going to be away from
the office.

To do this, click on the “Task Redirection” button on the iTrent home page.

N
My Staff >
Task Redirection >
Absence Reports >

This will open the Task Redirection link page.

Bo

Create New Redirection View Redirection Details

Click on the “Create New Redirection” option and this will open the My task redirection details
page.

IVly task redirections

My task redirection details New VMENU C &=
Start date* | [
End date | 'm
Process type | "|
Redirect to* | Q
Password | |

Enter the date that you would like to start redirecting your tasks into the Start date and the date
that the redirection should end in to the End date. Select “Redirect All” from the drop down list for
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Process type and then click on the magnifying glass icon next to the Redirect to field. Search for

the person you are redirecting your tasks to using surname or username and select them from the
list. This will populate the Redirect to field with the correct username. Finally enter the password
you would use to sign in to iTrent in the Password field and click save.

Any tasks for you will then be redirected to your named person during the redirection period. Any
email notification will also go to them and you will not receive a copy.

You are able to update the redirection period should you need to change the end date, however, it
is not possible for you to delete a redirection if it was entered in error. In this case please contact
myhr@hud.ac.uk and request that the redirection be deleted.

Working Patterns

As a manager, you can use iTrent to review and update the working patterns of your reportees
without needing to contact HR.

To do this, go to the home page and click on the “My Staff” button. Select the staff member you
wish to look at from the list or search for the staff member as described in the My Staff section of
this guide.

This will open the summary page for that person. At the bottom of the page there is a “Links”
section, click on the Working Pattern button and the working pattern options will expand.

LINKS

> Personal Details > Sickness Absences > Holidays/Flexi Leave Vv Working Pattern > PDPR

El o

Change Working Pattern

Click on the Change Working Pattern button and a list of their positions will appear on the left-hand
side of the screen. Click on the handle on the sidebar (shown below) and the sidebar will expand
providing more information.

iTrent ©osnize2z X

~ Organisation

University of Huddersfield

~ People :
[Brown :I[:Sumame Vj Q +

Results 1 Person
Select all

[&] Michael Brown

~ Positions

Administration Assistant
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Select the relevant position and the working patterns for that position will be available. The
working pattern at the bottom of the list should be the latest working pattern and you will be able to
see the current working pattern using the Start Date and the End Date.

Please Note: The latest working pattern should not have an end date against it.

iTrent B 03/11/2022 X

~ Organisation

University of Huddersfield

~ People

[Brown ][:Surname V] Q +

Results 1 Person

Select all

Name % Unit 3 Job title 3 Sex ¥ Dateofbirth &  Sodial securityno. 5 Per

& Michael Brown HRRIS-Reward & Information S... Administration Assistant Male

~ Positions
Jobtitle $ Start date § End date ¥ Contract &
Administration Assistant 01/01/2020 7363605

A~ Patterns :
Pattern name 3 Type 5 Startday 3 Startdate 3 Enddate 3

& UOH Standard Allowance Pattern Week 1/ Day 1 01/01/1900

< Full Time Working Pattern Week 1/ Day 4 01/10/2020

Clicking on a working pattern from this list will open the Pattern details page.
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@ Michael Brown

& Pattern details Working Patten v MENU O =
Pattern information
Type* | Working Pattern v|
Pattern® | Full Time |
Start day* | Week 1/Day 4 v|

Start date* |01/10/2020 |

End date | | EI

Hours information

Contractual hours | 37.00 |

Pattern days

Current day |Week 1/Day4 |

Mon Tue Wed Thu Fri Sat Sun Total

Week 1 07:24 07:24 07:24 07:24 07-24 00:00 00:00 37:00

On this page you can see the number of contracted hours and see how those hours are distributed
over a working week. In the image above, this shows somebody who works for 37 hours from
Monday to Friday, and so each day has 7 hours and 24 minutes.

Changing a Working Pattern

If one of your reportees has a change in their working pattern, you will need to update their working
pattern in iTrent. It is important that this is completed as the working pattern is used to calculate
their annual leave and sickness entitlement.

Please Note: If you want to change the number of hours a reportee works you must contact HR as
this will involve a contractual change.

To change a reportees working pattern, follow the steps outlined above to open the Pattern details
page and click on the New button. This will open a new Pattern Details page for you to complete.
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l@ Michael Brown|

Pattern details New VMENU O &=

Pattern information

Type* | o
Pattern* | ey

Start day* | vl
Start date* | =
End date | | =

Pattern days

Total

Select Working Pattern the dropdown list for Type and then click on the magnifying glass icon next
to the Pattern field which will open the Pattern search box. Enter the number of hours that the
employee works during a week and click search. This will return all of the working patterns
available for that number of hours. For example, if you were changing the working pattern for an
employee that works 22 hours and 12 minutes over Wednesday to Friday search for 22 Hrs 12
Mins and select the relevant pattern.

Pattern search [ ]

[22 hrs 12 mins ]| Pattern name V| Q, Results 17 Records

Pattern name =

I | 22 Hrs 12 Mins - Mon-0 Tues-0 Weds-7.24 Thurs-7.24 Fri-7.24 Sat-0 5

22 Hrs 12 Mins - Mon-0 Tues-7.24 Weds-0 Thurs-7.24 Fri-7.24 5at-0 5
22 Hrs 12 Mins - Mon-0 Tues-7.24 Weds-7.24 Thurs-7.24 Fri-0 Sat-0 5

22 Hrs 12 Mins - Mon-0 Tues-7:24 Weds-7:24 Thurs-0 Fri-7:24 Sat-0 5
22 Hrs 12 Mins - Mon-4.24 Tues-4.24 Weds-4.24 Thurs-4.24 Fri-4.36 S
22 Hrs 12 Mins - Mon-4.26 Tues-4.26 Weds-4.26 Thurs-4.27 Fri-4.27 S¢
22 Hrs 12 Mins - Mon-4.30 Tues-6.36 Weds-6.36 Thurs-4.30 Fri-0 Sat-0
22 Hrs 12 Mins - Mon-5.33 Tues-5.33 Weds-5.33 Thurs-5.33 Fri-0 Sat-0
22 Hrs 12 Mins - Mon-6.00 Tues-6.00 Weds-6.00 Thurs-4.12 Fri-0 Sat-0

22 Hrs 12 Mins - Mon-7.24 Tues-0 Weds-0 Thurs-7.24 Fri-7.24 Sat-0 Su
. ] i

If the working pattern you need is not available, please contact myhr@hud.ac.uk for assistance.

The “Pattern day” section of the Pattern details page should have now been populated.
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Pattern days

Day1 Day2 Day3 Day4 Day5 Day6 Day7 Total

Week 1 00:00 00:00 07:24 07:24 07:24 00:00 00:00 22:12

Enter the date that the new working pattern will begin in to the Start date field and then press the
tab key on your keyboard. This will update the “Pattern days” section of the page so that instead of
listing the days by number it has the names of each day.

Pattern details New VMENU C &

Pattern information

Type™ ‘ Working Pattern V|
22 Hrs 12 Mins - Mon-0 Tues-0
Pattern® | Weds-7 24 Thurs-7 24 Fri-7.24 Q
Sat-0 5un-0
Start day* ‘ V|
Start date * [b3m 1/2022 ] ]
End date ‘ | ﬂ
Hours information
Contractual hours | 37.00 |
Pattern days
Thu Fri Sat Sun Mon Tue Wed Total
Week 1 00:00 00:00 07:24 07:24 07:24 00:00 00:00 2212

Change the Start day field to reflect which day of the week the Start date is with a Monday being
day 1. In the example above, the 3™ November 2022 is a Thursday and so the Start day field
should be Week 1/ Day 4. If the Start date had been 4" November 2022 then the Start day would
be Week 1 / Day 5 (Friday).

The “Pattern days” section of the page should update again with the working pattern now being
correct.

Pattern days

Current day |Week 1/Day4

Mon Tue Wed Thu Fri Sat sSun Total

Week 1 00:00 00-00 07:24 07:24 07:24 00:00 00:00 22:12

Click on the Save button and the working pattern will be saved and will take effect from the Start
date that was specified when setting the working pattern up.
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Employee’s Working Less Than 52 Weeks Per Year

If you have an employee that works less than 52 weeks per year, you should follow the steps
above and add a new working pattern using the pattern name “Non-Working Period” for the dates
the employee is not contracted to work. This ensures that if they work during a period which
contains a bank holiday then this entitlement is not deducted from their overall entitiement.

Absence

From your home screen, you are able to quickly review all current and upcoming absences for all
members of staff that report in to you using the Absence calendar. This is found in the options
along the bottom of the Homepage and will look like the image below:

Out of office today (Kaitlan Croft)

This button will also let you know if you have any staff that are currently absent from work.

Clicking on this button will load the Absence calendar page which will show the next 14 days and
any absence along with the absence type during that time:

Absence calendar c e 0
[« <« [oznov-03Dec2022 DI 4
November

(03) 04 05 06 07 08 02 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 O
¢ Support-Administr...
8 (i)
@™ Michael Brown DD DD DD DD
® Kaitlan Croft o/[o/@@ oo oo 0@ e e olee@E e eeeeddeeee
€ Claire McFarlane DD DD DD DD
@ Kyle Pittman DD DD DD DD
™ Jennifer Spencer DD @ DD DD DD

@Bank holiday @ Holiday @Sickness @ Other ®Maternity / Paternity ® Adoprion
Please click on a day for further options :Awa\tmgauthonsamom D:am!pm split :Clas\wgevems

Annual Leave

Annual leave should be requested by your reportees using MyHR. When a new period of annual
leave has been requested or an existing request has been amended in MyHR by one of your
reportees, you will receive an email notifying you of this.

This email will include details about the annual leave request including the start date, end date,
how many hours the request is for and will also provide some details about the remaining annual
leave entitlement.
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Holiday Request - Michael Brown

5]
To @ eris Fri 04/11/2022 103

HA

Unfversiry Of PRIVATE AND CONFIDENTIAL

HUDDERSFIELD

Inspiring global professionals

Holiday Request

Michael has made a holiday request that requires your authorisation within the next

7 days. Please click on the "Log in” button below to log in to iTrent
Please note you must be on campus or using Unidesktop in order to access
iTrent.
Login =

Start date: 18/01/2023

End date: 18/01/2023

Start balanca: 259 hours
Holiday requested: 7.4 hours

End balance: 251.6 hours

Unsure how o approve annual leave? This shor video will guide you through the process
from start to finish.

Kind regards

=]

If the annual leave request spans over two different annual leave periods (i.e. the request runs
from August in to September) the annual leave entitlement will not be available in the email, as
shown in the example below.

Start date: 30/08/2023
End date: 05/09/2023
Start balance: N/A
Holiday requested: N/A
End balance: N/A

Unsure how to approve annual leave? This short video will guide you through the process
from start to finish.

You can still check their remaining entitlement however by following the instructions in the
Reviewing Annual Leave section of this guide.

Once you have received this email, you will need to log in to iTrent in order to either authorise or
reject the request.

Please Note: If you do not authorise or reject the request within one week of receiving the
notification email you will receive an email reminding you to do so.
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Workflow Reminder -late task for Michael Brown, 36396; HRRIS-Reward & Information Systems

uk

The following task was due for completion by 04/11/2022 10:43:34. it Is now |ate.

Task: Holiday absence detalls
Form: Holiday details
For:  Michael Browry 36396; HRRIS-Reward & inforrmation Systems

Completion due date: 04/11/2022 10:43:34
Pricrity: 3

Authorising/Rejecting Annual Leave

In order to authorise/reject a request for annual leave, sign in to iTrent and go to the home page
and click on the “My to do list/Processes” button. Clicking on this button will open your to do list
where you will see all of your outstanding tasks, including new annual leave requests.

TO DO LIST (1) PROCESSES (0) X
Filter All active v sorthy Duedate v LI Search existing results Q
[CISelect all

11/11/2022 (1)

@ Holiday absence details Michael Brawn - 36396 * HRRIS-Reward & Information Systems * Start date: 07/11/2022 * End date: 11/11/2022 * Due:
11/11/2022 >

D | REQUIRES AUTHORISATION | More...

Clicking on the annual leave request will open the Holiday absence details page where you are
able to review the details of the requested period of annual leave.
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Holiday absence details michael Brown v MENU & )

Holiday period

Holiday period * ore than one day v

Holiday start date* |07/11/2022 |

Holiday start type ‘ Full day |

Holiday end date* | 11/11/2022 |

Holiday end type ‘4FUH day |

Absence type® | Annual Leave v

Authorisation ‘Awaimng authorisation |

» Administration Assistant (C433,
Position | 01,91/2020) (current)

Authorisation

User name ‘:PAESJS |

Authorisation status™* ‘ v|

Reason

4

=+ Holiday balances

At the bottom of this page you are able to review their remaining annual leave entitlement for the
annual leave period by expanding the “Holiday balances” section of the page.

— Holiday balances

Administration Assistant - Annual Leave Support

Holiday period Entitlement Taken Scheduled Balance
01/09/2021 - 31/08/2022 3626 H 3256 H 0H 37H
01/09/2022 - 31/08/2023 3626 H 74H 133.2H 222 H
01/09/2023 - 31/08/2024 222 H 0H 0H 222H

To Authorise/Reject the annual leave request, select either “Authorised” or “Not Authorised” from
the Authorisation status drop down list (You are able to provide a brief reason for your decision in
the Reason field) and click on Save.

Authorisation

User name | PAES]S ]

Authorisation status* [Aurhorised v]

Reason

An email will then be sent by iTrent to the reportee informing them that their request has been
authorised or rejected and the request item will be removed from your To Do list.
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It is also possible to authorise or reject multiple annual leave requests from your To Do list by
selecting the relevant records using the check box to the left-hand side and then selecting either
Authorised or Not Authorised from the “Actions” button as in the below image.

TODOLIST (2) PROCESSES (0 x

Filter All active o Sort by Due date v rl -Sear::' existing results Q,

selectall  Redirecf Actions 'Authorised
Holiday Cancelled

11/11/2022 (2) 74 select all for 11/11/2022

Not authorised

11/11/2022
REQUIRES AUTHORISATION More...

@ Holiday abserge details Michael Brown - 3639 - HRRISrRewa'd & Information Systems * Start date: 07/11/2022 * End date: 11/11/2022 * Due:

@ Holiday absence details Michael Brown - 36396 * HRRIS-Reward & Information Systems * Start date: 13/02/2023 * End date: 15/02/2023 * Due:
11/11/2022

REQUIRES AUTHORISATION More...

If a reportee requests a period of annual leave that will exceed their remaining annual leave
entitlement, the option to authorise that period of annual leave will not be available. If you receive
such a request and there is a valid reason for exceeding the current annual leave period
entitlement, please contact the MyHR team at myhr@hud.ac.uk confirming how much additional
leave is required and the reason. If the annual leave is approved by HR then iTrent will be updated
and the additional leave taken will be deducted from the following annual leave period entitlement
and you will then have the option to authorise the request.

Amending or Deleting past Annual Leave

Your reportees can make amendments to an annual leave request or cancel a period of annual
leave via MyHR prior to the first day of their leave. If after this time a reportee believes that one of
their annual leave records is incorrect, then they may contact you and ask for the details to be
corrected or for an annual leave record to be deleted.

If after discussing the matter with them, you believe that the annual leave record is incorrect you
should navigate to the relevant record by clicking on the “My Staff’ button on the iTrent home page,
you should then select the staff member you wish to look at from the list or search for the staff
member as described in the My Staff section of this guide. This will open the summary page for
that person. At the bottom of the page there is a “Links” section, click on the “Holidays” button and
the holidays options will expand.

> Personal Details > Sickness Absences * Holidays/Flexi Leave > Working Pattern > PDPR
Bm
Add New Holiday/Flexi Leave View Holidays/Flexi Leave Holiday Summary Holiday Adjustment

Click on the “View Holidays/Flexi Leave” button and a list of their annual leave will appear on the
left-hand side of the screen listed by start date.
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mailto:myhr@hud.ac.uk

~ People :

@9 +

Results 4 People
Select al

@' Michael Brown
O Kaitlan Croft

@ Claire McFarlane

O Kyle Pittman

~ Holiday absence list :

Show all All holidays ~

13/02/2023

07/11/2022

22/08/2022

Selecting an annual leave record from this list will open the Holiday absence details page.

I@ Michael Browri

Holiday absence details Michael Brown vMENU C & [

Holiday period

Holiday period * | More than one day V|
Holiday start date* | 13/02/2023 =
Holiday start type | Full day V|
Holiday end date * | 15/02/2023 | )
Holiday end type | Full day V|
Absence type * | Annual Leave V|

Authorisation | Authorised |

Position Administration Assistant (C433,
01/01/2020) (Current)

=+ Holiday balances

e X e X

On this page you can amend the record by changing the relevant details and clicking the save
button. If you need to delete the annual leave record then you can click on Delete and the annual
leave record will be removed and the reportee’s remaining annual leave entitlement will be updated

accordingly.
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Entering a new period of Annual Leave

You are able to use iTrent to add a new period of annual leave for a member of Staff in your
School/Service. To do this, click on the “My Staff’ button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will open the
summary page for that person. At the bottom of the page there is a “Links” section, click on the
“Holidays/Flexi Leave” button and the holidays/flexi leave options will expand.

> Personal Details > Sickness Absences "  Holidays/Flexi Leave > Working Pattern > PDPR

B o

Add New Holiday/Flexi Leave View Holidays/Flexi Leave Holiday summary Holiday Adjustment

Click on the “Add New Holiday/Flexi Leave” button and a blank Holiday absence details page will
open.

When entering a period of annual leave for a part day, select Part day as the Holiday period and
you will be presented with options for the Holiday start date and Holiday start type. Enter the date
in to the Holiday start date and then select either Half Day — AM or Half Day — PM from the Holiday
start type field. Select Annual Leave from the Absence type drop down and then click on the Save
button.

Please note: If the employee works on a part time basis and would normally only work in the
morning or afternoon, you should select Full day as the Holiday period when entering a new period
of annual leave otherwise the number of hours deducted from their annual leave entitlement will be
incorrect.

Holiday absence details New VMENU C &
Holiday period
Holiday period* | Part day v
Holiday start date* | 22/11/2022 [
Holiday start type | Half Day- PM v|
Absence type* [Annual Leave v]

Authorisation | |

<+ Holiday balances

When entering a period of annual leave for a Full day, Select Full day from the Holiday period
dropdown. Enter the holiday date in to the Holiday start date and select Annual Leave from the
Absence Type dropdown and then click on the Save button.
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Holiday absence details New VMENU C & [

Holiday period

Holiday period* [ Full day v]
Holiday start date* [22/11/2022 =
Absence type * | Annual Leave V|

Authorisation | |

=+ Holiday balances

When entering a period of annual leave for more than one day, select More than one day as the
Holiday period. Enter the first day of annual leave in to the Start date and then select either Full
day or Half Day — PM as the Holiday start type, then enter the last day of annual leave in the End
date field and select either Full day of Half Day — AM as the Holiday end type. Select Annual
Leave as the Absence type and then click on Save.

Holiday absence details New v MENU C &

Holiday period

Holiday period™* | More than one day v|
Holiday start date* | 22/11/2022 =
Holiday start type | Half Day - PM Vl
Holiday end date * | 241112022 | &
Holiday end type [Full day v]
Absence type * | Annual Leave V|

Authorisation | |

+ Holiday balances

Reviewing Annual Leave

Using iTrent, you are able to review previously taken annual leave, upcoming annual leave and
remaining annual leave entitlement for the annual leave period which runs from the 1 September
to the 315" August of each year.

To do this, click on the “My Staff” button on the iTrent home page and select the staff member you
wish to look at from the list or search for the staff member as described in the My Staff section of
this guide. This will open the summary page for that person. At the bottom of the page there is a
“Links” section, click on the “Holidays” button and the holidays options will expand.
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> Personal Details > sickness Absences “ Holidays/Flexi Leave > Working Pattern > PDPR

B w

Add New Holiday/Flexi Leave View Holidays/Flexi Leave Holiday Summary Holiday Adjustment

Click on the “Holiday Summary” button and this will open the Holiday entittement summary page.

Holiday entitlement summary vMNU C & [

Employment details

Position | Administration Assistant v|

Period details

Holiday period dates | 01/09/2022 - 31/08/2023 v

Length of service at relevant date | 2 year(s) 8 month(s) 0 day(s) |

Scheme name | Annual Leave Support v|

Membership dates | 01/01/2020 - |

. . 362.6 hours (325.6 hours Pro
Entitlement for period | p512) (37 brougnt forward)

From To Duration Remaining entitlement
19/09/2022 19/09/2022 74 355.2
07/11/2022 11/11/2022 37 318.2
22/12/2022 22/12/2022 74 310.8
23/12/2022 23/12/2022 74 3034
26/12/2022 26/12/2022 74 296
2711272022 27/112/2022 74 2886
28/12/2022 28/12/2022 74 281.2
29/12/2022 29/12/2022 74 2738
30/12/2022 30/M2/2022 74 266.4
02/01/2023 02/01/2023 74 259
13/02/2023 15/02/2023 222 236.8
07/04/2023 07/04/2023 74 2294
10/04/2023 10/04/2023 74 222
01/05/2023 01/05/2023 74 2146
29/05/2023 29/05/2023 74 207.2
28/08/2023 28/08/2023 74 199.8

On this page you can see the total annual leave entitlement for the period (in hours) and a list of
annual leave that has been taken, including the dates and the total amount of time that was taken.
The remaining entitlement for the last instance of annual leave in this list is the total remaining
annual leave entitlement for that person.

Please note: Public holiday entitlement was previously worked out separately and the employee
had to add any surplus entitlement to their overall annual leave manually. The system now
calculates public holiday entitlement automatically and deducts the correct number of hours based
on the employee’s working pattern. In the example above, this relates to a full time employee
employed throughout the entire leave period therefore they have been given an extra 88 hours (12
days) within their “Entitlement for period”, but then had these 88 hours deducted which you can
see listed above meaning their annual leave entitlement remains unchanged. Part time staff will
end up with hours being added or deducted from their overall entitlement based on their working
pattern.
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Entering an Annual Leave Entitlement Adjustment

If you have a member of staff who is unable to book their remaining leave as it does not round to
either a half or full day, you can enter an adjustment against their entitlement and “top up” their
entitlement with Flexi time to the next half day. In the example below Michael Brown has 2.1 hours
of annual leave left so we would top up his annual leave to 3.7, if he had 6 hours remaining we
would top it up to 7.4 hour. Although Academic staff are not eligible for Flexi time, you can agree
with them to work this time back.

To do this, sign in to iTrent and click on the “My Staff’ button on the iTrent home page and select
the staff member you wish to look at from the list or search for the staff member as described in the
My Staff section of this guide. This will open the summary page for that person.

™ Michael Brown c
Personal Employment
Known as Michael Administration Assistant
36396 (Personal ref) 37.00 hours | Fulr:n.*.we | Permanent | Grade S | Scalepoint PT21
Occupancy started on 01/01/2020

7363605 (Payroll ref)

Reporting manage

Jennifer Spencer
Head of Department

Calendar 1 Sep 2022 - 31 Aug 2023
@ VIEW FULL CALENDAR ' ;
04- 17 November 2022 of 1279
m 05 06 07 08 09 10 11 12 13 14 15 16 17
Holidays remaining
(as of last calculation)
LINKS
l \V  Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR
B
Contact Information Emergency Contact Information

At the bottom of the page there is a “Links” section, click on the Holidays button and the holidays
options will expand.

> Personal Details > Sickness Absences N Holidays/Flexi Leave > Working Pattern > PDPR
Bw
Add New Holiday/Flexi Leave View Holidays/Flexi Leave Holiday summary Holiday Adjustment

Click on the Holiday Adjustment button to open Holiday entitlement adjustment page.
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Holiday entitlement adjustment VMNU C &

Employment details

Position | Administration Assistant v|

Period details

Holiday period dates | 01/09/2022 - 31/08/2023 V|

Scheme name | Annual Leave Support V|

325.6 hours (325.6 hours Pro

Entitlement for peried Rata)

Brought forward | 37 |

Brought forward not used (lost) | 0 |

Adjustment details

Adjustment type | Adjust v\l

Date User

Value Reason End date Entitlement Add Remove
entered name

[ :| |: :| [31!08,’2023 ] 0 + -

In the Period deails section of the page, check that the drop down menu for Holiday period dates is
for the current annual leave period and in the Adjustment details section change the Adjustment
type option to “Adjust” as in the screenshot above.

Enter the number of hours to be added to their entitlement in to the value field and type “Top up of
annual leave” into the Reason field.

Adjustment details

Adjustment type | Adjust v
Date User Value Reason End date Entitlement Add Remove
entered name
[16 | [Top up of annual leave ] [ 31/08/2023 [ + -

In the example above, Michael Brown will be leaving part way through the annual leave period and
so only has 2.1 hours available as remaining annual leave before he will finish working at the
University. This would not leave him with enough hours to book either a full day (7.4 hours) or a
half day (3.7 hours) and so his manager would agree with him to work an extra 1.6 hours and top
up his entitlement so that he will be able to book off his remaining annual leave.

Please Note: the number of hours entered as a holiday adjustment should be decimalised i.e. one
full day of 7 hours and 24 minutes should be entered as 7.4 hours.

Click on the save button and their holiday entitlement will be adjusted to include the time you have
added, giving them enough time to book either a full or half day and use all of their remaining
annual leave entitlement.
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Checking Carry Forward

Staff can carry forward up to 5 days unused leave to the next holiday year (pro rata for part time
staff) which should be taken within the first 4 calendar months of the new leave year.

Once a new holiday year starts, any remaining annual leave entitlement from the previous year up
to their maximum amount will be automatically carried forward and will be included in the overall
balance for the new holiday year.

You can check how much annual leave entitlement has been carried over for staff that reports to
you by checking their Holiday entitlement adjustment page in iTrent. To do this, click on the “My
Staff” button on the iTrent home page and search for the staff member as described in the
Searching My Staff section of this guide. This will open the summary page for that person. At the
bottom of the page there is a “Links” section, click on the “Holidays/Flexi Leave” button and the
holidays/flexi leave options will expand.

> Personal Details > Sickness Absences “ Holidays/Flexi Leave > Working Pattern > PDPR
B
Add New Holiday/Flexi Leave View Holidays/Flexi Leave Holiday Summary Holiday Adjustment

Click on the Holiday Adjustment button to open Holiday entitlement adjustment page.

Holiday entitlement adjustment VMENU C &

Employment details

Position | Administration Assistant v|

Period details

Holiday period dates | 01/09/2022 - 31/08/2023 V|

Scheme name | Annual Leave Support v|

325.6 hours (325.6 hours Pro

Entitlement for period Rata)

Brought forward | 37 |

Brought forward not used (lost) | 0 |

Adjustment details

Adjustment type | Standard v‘|

Entitlement | 362.6 hours |

The number of hours carried over is displayed in the Brought Forward field. Any carry forward
must be used before the end of December. If this has not been used by this time, the time will be
lost and the number of hours that were lost will appear in the Brought forward not used (lost) field.

26|Page
September 2024



In certain circumstances a member of staff may have carried forward more than the standard
allowance (e.qg. if they have been on maternity leave or a period of long-term sickness). In this
case, their standard carry forward would be included in the Brought Forward field, and the
additional time would be shown as an annual leave adjustment as below.

Holiday entitlement adjustment vMENU C & [

Employment details

Position | Administration Assistant ~|

Period details

Holiday period dates | 01/09/2022 - 31/08/2023 V|

Scheme name | Annual Leave Support v

325.6 hours (325.6 hours Pro

Entitlement for period Rata)

Brought forward | 37 |

Brought forward not used (lost) | 0 |

Adjustment details

Adjustment type | Adjust v
Date User Value  Reason End date Entitlement Add Remove
entered name
03/11/2022 SYSADMIN |7.400 | | Additional carry forward | |31/08/2023 [[M 370hours + -
| [ | | [31/08/2023 = -

Authorising/Rejecting A Request To Buy Additional Annual Leave

Your staff can make a request to buy one week of additional annual leave (pro rata for part time
staff) for each holiday year using MyHR. When they do this, you will receive an email notification
informing you that they have made this request, and you will need to either approve or reject this
request via iTrent. These requests must be made during the available window for each holiday
year. Staff who work less than 52 weeks of the year are not eligible to buy additional holiday and
so are not able to do this.

To respond to a request to buy annual leave, sign in to iTrent and go to the home page and click on
the “My to do list/Processes” button.
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0O (Managen O

W Good morning Jennifer, welcome back! You last logged in 8 minutes ago 1
14 Reorder home page My Staff >

i\ ’

Sickness Absence Policy People Manager User
Guide and Videos

= Task Redirection

o Absence Reports >

N

My to do list (1) / Processes (0) Nobody is out of the office today

Clicking on this button will open your to do list where you will see all of your outstanding tasks,
including new requests to buy annual leave.

TODOLIST(N)

Filter All active v  Sortby Due date ("search existing results

[Select all

06/03/2024 (1) [ select all for 06/03/2024

@ Holiday buy/sell details Michael Brown - 32027 * HRRIS-Reward & Infermation Systems * Due: 06/03/2024
D REQUIRES AUTHORISATION More.

On your To do list, click on the “Holiday buy/sell details” task and this will open the Holiday buy/sell
details page.
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€ To do list / processes @ Michael Brown

Holiday buy/sell details cC &
Employment details
Position ™
Scheme name™*
Period details

Holiday period dates*

) Benefit window is open from
Window | 04/04/2023 to 29/02/2024

Buy/sell
Action®
N R—
e —
Authorisation [w]
Authorisation
User name

Authorisation status* | v|

Reason | Notauthorised

J

To Authorise/Reject the request to buy holiday, select either “Authorised” or “Not Authorised” from
the Authorisation status drop down list. If you are not authorising a request you should include the
rationale in the Reason box which will be included in the email notification sent to the reportee.

Click Save and an email will then be sent by iTrent to the reportee informing them that their request
has been authorised or rejected and the request item will be removed from your To Do list.

Flexi Leave

Using iTrent, you are able to both view previous instances of flexi leave, as well as enter a new
flexi leave period for any member of staff that reports in to you.

Viewing a Previous Flexi Leave Record

To view previous flexi leave records for a staff member, go to the home page and click on the “My
Staff” button. Select the staff member you wish to look at from the list or search for the staff
member as described in the My Staff section of this guide.

This will open the summary page for that person. At the bottom of the page there is a “Links”
section, click on the Holidays/Flexi Leave button and the holidays/flexi leave options will expand.

> Personal Details > Sickness Absences “  Holidays/Flexi Leave > Working Pattern > PDPR
B
Add New Holiday/Flexi Leave View Holidays/Flexi Leave Holiday Summary Holiday Adjustment
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Click on “View Holiday/Flexi Leave” and the previous absences on record will be shown on the left-
hand side of the screen listed by the absence start date. You can expand the side bar by clicking
on the handle as in the screenshot below which will allow you to see if an absence was annual
leave or Flexi leave more easily.

iTrent

~ Organisation

University of Huddersfield

B o3r1/2022 X

~ People

[Brown

)Gurname V) O +

Results 1 Person
Select all

Name %

@ Michael Brown

~ Holiday absence list

Show all All holidays  w

HRRIS-Reward & Information 5. Administration Assistant

-

Startdate 3 Day &

13/02/2023

07/11/2022

22/08/2022

25/07/2022

14/02/2022

26/01/2022

08/11/2021

Mon

Mon

Wed

Mon

Enddate &+ Day Type = Position %

15/02/2023 Annual Leave  Rdministration Ag
22/11/2022
111142022
25/08/2022 Thu
2700772022 Wed Annual Leave  Administration Ag
25/02/2022 Fri Annual Leave  Administration Ag
28/01/2022 Fri Annual Leave  Administration Ag

19/11/2021 Fri Annual Leave  Administration Ag

Unit & Jobtitle = S

- -

Hexi Leave ‘dministration As

Annual Leave

Annual Leave

Tue

Fri fdministration Ag

Administration Ag

Selecting an absence from this list will open up the flexi leave record, allowing you to see details of

the instance of flexi leave.

O Michael Brown

Holiday absence details Michael Brown vMENU G &

Holiday period

Holiday period* |Fu|lday v|
Holiday start date* [22/11/2022 | =
Absence type * | Flexi Leave V|

<+ Holiday balances

Authorisation

(Not applicable |

Administration Assistant (C433,
01/01/2020) (Current)

D

September 2024
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Note: The flexi leave instances in this list cover the previous 12 months. If you need to see
records from before this, click on the “Show all” button and the list will change to include all flexi
leave records.

Entering a New Flexi Leave Absence

To add a new flexi leave record, go to the home page and click on the “My Staff” button. Select the
staff member you wish to look at from the list or search for the staff member as described in the My
Staff section of this guide.

This will open the summary page for that person. At the bottom of the page there is a “Links”
section, click on the Flexi Leave button and the options will expand.

> Personal Details > sickness Absences “ Holidays/Flexi Leave > Working Pattern > PDPR
Bo
Add New Holiday/Flexi Leave View Holidays/Flexi Leave Holiday Summary Holiday Adjustment

Click on the “Add New Holiday/Flexi Leave” button. This will open a blank absence details page.

@ Michael Brown

Holiday absence details New VMENU C

Holiday period

Holiday period* | Partday v
Holiday start date* | 24/11/2022 [

Holiday start type | Half Day - PM v

Absence type* [ Flexi Leave v]

Authorisation \

<+ Holiday balances

When entering a period of flexi leave for a half day, select Part day as the Absence period and Half
Day — AM or Half Day — PM from the Type field. Select Flexi Leave from the Absence type drop
down and then click on the Save button.

Please Note: Flexi leave should only be booked as a half or full day — the “More than one day”
option should not be used.

This absence will now also appear on the Absence Calendar as an “Other” absence.
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Absence calendar c & 0

Position | Administration Assistant (01/( v |

“ 4 | 03NOV2022-03Mar2023 v B #b

December

19 20 21 22 23 24 25 26 27 28 29 30 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25

&+ Support-Administr...
9

&

@ Michael Brown DD DD DD GD DD LI ) DD

@Bank holiday @ Holiday ®@sickness @other @ Maternity / Paternity @ Adoption

Please click on a day for further options ] = Awaiting authorisation [ = am/pm split [§]= Clashing events

Amending or Deleting Flexi Leave

You can make amendments to a period of flexi leave or cancel a period of flexi leave via iTrent.
This can be done by navigating to the relevant record by clicking on the “My Staff” button on the
iTrent home page, you should then select the staff member you wish to look at from the list or
search for the staff member as described in the My Staff section of this guide. This will open the
summary page for that person. At the bottom of the page there is a “Links” section, click on the
“Holiday/Flexi Leave” button and the options will expand.

LINKS

> Personal Details > Sickness Absences v Holidays/Flexi Leave > Working Pattern > PDPR
B
Add New Holiday/Flexi Leave View Holidays/Flexi Leave Holiday Summary Holiday Adjustment

Click on the “View Holidays/Flexi Leave” button and a list of their annual leave and flexi leave will
appear on the left-hand side of the screen listed by start date. You can expand the side bar by
clicking on the handle as in the screenshot below which will allow you to see if an absence was
annual leave or Flexi leave more easily.
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m B o03/m1/2022 X

~ Qrganisation

University of Huddersfield

~ Peaople :
(Brown )(Gurname v Q +

Results 1 Person

Select all

Mame ¥ Unit & Jobtitle & 5

@ Michael Brown HRRIS-Reward & Information S..  Administration Assistant

~ Holiday absence list :

Show all All holidays

Startdate ¥ Day ¥ Enddate 3 Day %

Y

Type % Position =

13/02/2023 Mon 15/02/2023 Wed Annual Leave Administration Ag

241172022 24/11/2022 Hexi Leave Administration As

Administration Ag

07/11/2022 Mon 11/11/2022 Fri

Selecting a flexi leave record from this list will open the absence details page.

Holiday absence details Michael Brown vMENU G & )

Holiday period

Holiday period * | Part day v|
Holiday start date* | 24/11/2022 =

Holiday start type | Half Day - PM V|

Absence type * | Flexi Leave v‘|

Authorisation | Mot applicable |

Position

Administration Assistant (C433,
01/01/2020) (Current)

+ Holiday balances

On this page you can amend the record by changing the relevant details and clicking the save
button. If you need to delete the flexi leave record then you can click on the Delete button.

Sickness Absence

Using iTrent, you are able to both view previous instances of sickness absence, as well as enter a
new sickness absence record for any member of staff that reports in to you.
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Viewing a Sickness Absence Record

To view previous sickness absence records for a staff member, go to the home page and click on
the “My Staff’ button. Select the staff member you wish to look at from the list or search for the
staff member as described in the My Staff section of this guide.

This will open the summary page for that person. At the bottom of the page there is a “Links”
section, click on the Sickness Absences button and the sickness absence options will expand.

LINKS

> Personal Detalls ' Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR
Bm
Absence History Add New Absence View Return To Work/Attendance Review Form Add Return To Work/Attendance Review Form

View Certificates

Click on “Absence History” and the previous absences on record will be shown on the left-hand
side of the screen listed by the absence start date.

~ People :
[Brown ][:Surname ~) Q +

Results 1 Person

Select a

Name ¥ Unit & Jobtitle & ¢

& Michael Brown HRRIS-Reward & Information 5. Administration Assistant

A Sickness absence list E

Showall |

Startdate ¥ Day ¥ Enddate § Day 3 Type ¥ Position ¥

09/05/2022 Mon 09/05/2022 Mon Sickness  Administration Assiste

24/01/2022 Mon 24/01/2022 Mon Sickness  Administration Assiste
S

Selecting an absence from this list will open up the sickness absence record, allowing you to see
details of the instance of sickness absence.
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Sickness absence details Michael Brown v MENU C &

Sickness period

Sickness period * | More than one day V|
Absence start
Absence start date* |: 09/05/2022 :| )
Absence start type | Full day V|
Absence end
Absence end date |: 09/05/2022 :| )
Absence end type | Full day V|
Absence
Absence type™* | Sickness V|
Absence reason | Cold V|

Note: The sickness absences in this list cover the previous 12 months. If you need to see
absence records from before this, click on the “Show all” button and the list will change to include
all sickness absence records.

Entering a New Sickness Absence

As a People Manager, you are able to use iTrent to enter a new sickness absence for a member of
staff that reports in to you.

Adding a new sickness record can be done in two ways.

Entering a New Sickness Absence Method 1

To add a new sickness absence record, go to the home page and click on the “My Staff” button.
Select the staff member you wish to look at from the list or search for the staff member as
described in the My Staff section of this guide.

This will open the summary page for that person. At the bottom of the page there is a “Links”
section, click on the Sickness absence button and the absence options will expand.

LINKS

> Personal Detalls i v Sickness Absences I > Holidays/Flex Leave > Working Pattern > PDPR
B
Absence History| Add New Absence View Return To Work/Attendance Review Form Add Return To Work/Attendance Review Form

View Certificates

Click on the “Add New Absence” button. This will open a blank sickness absence details page.
This page is split into four sections; Sickness period, Absence start, Absence end and Absence.
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Sickness absence details New vMENU C & )

Sickness period

Sickness period * | More than one day V|
Absence start
Absence start date * | | )
Absence start type | Full day V|
Absence end
Absence end date | | ]
Absence end type | Full day V|
Absence
Absence type* | v\| Set as default [
Absence reason | <None> V|

Check the Sickness Period section and ensure that the option More than one day is selected.

Sickness period

Sickness period * | More than one day v‘

The only field which you should complete in the Absence start section is the Date, which should be
the first day of the employee’s absence. The Type field should be automatically set to ‘Full day’.

Absence start

Absence start date* (03/11/202) I=

Absence start type ‘ Full day V|

The Absence end section should look the same as the example below. The Type should be
automatically set to ‘Full day’. It is the employee’s responsibility to update the Date field via MyHR
when they return to work.

Absence end

Absence end date | | B

Absence end type | Full day v‘|

In the Absence section you must choose an Absence type of ‘Sickness’. You should not modify
the Absence reason and it is the employee’s responsibility to update this using the MyHR website
once they return to work.
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Absence

Absence type™® [Sickness V] Set as default O

Absence reason | <None=> V‘

Make sure that you are entering the correct information for the correct employee because once you
press ‘Save’ you are unable to delete an entry. This absence entry will then be added to the list of

sickness absence records on the left-hand side of the screen.

~ People
[:Brown :][Surname ~) Q +
Results 1 Person
Select a
= Unit & Jobtitle &

@ Michael Brown HRRIS-Reward & Information 5... Administration Assistant

~ Sickness absence list

Startdate ¥ Day $ Enddate &+ Day =

e

Type = Position %

Administration Assist

09/05/2022 Mon 09/05/2022 Mon Sickness  Administration Assist:

24/01/2022 Mon

2470142022 Mon Sickness  Administration Assist:

This absence will now also appear on the Absence Calendar. As there is no end date yet entered
for this absence record, it will appear on the absence calendar as in the following screenshot:

Absence calendar
44 4 [03nov-03Dec2022 v
November

04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 0
22 Support-Administr...
5] e
© Michael Brown oo @@ e e oo odE e eeee@de oo reddeeee
© Kaitlan Croft DD DD DD DD
© Claire McFarlane DD DD DD DD
@ Kyle Pittman OD DD DD DO
@ Jennifer Spencer DD it DD DD DD

@Bank holiday © Holiday @Sickness @ Other @ Maternity / Paternity @ Adoption

Please click on a day for further options = Awaiting autnorisation ] = am/pm split [¢] = Clasning events

c

-]

0

Once the member of staff has returned to work and completed the sickness record in MyHR this

will be reflected on the Absence calendar and the absence history.

Entering a New Sickness Absence Method 2

Alternatively, you can enter a new sickness absence via the Absence Calendar by clicking on the

button below:

September 2024
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Nobody is out of the office today

This will load the absence Calendar for all staff reporting in to you. Click on the box for the
absence Start date and correct person and click on the “Create sickness absence” option.

Absence calendar c & D
“« | 03 Nov - 03 Dec 2022 v:\ > o>
November
04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 0

12 Support-Administr...

8 i)

© Michael Brown mrk_‘ DD DD DD

Create sickness absence

© Kaitlan Croft DD DD DD

@ Claire McFarlane Create holiday absence DD D D DD

@ Kyle Pitman DD DD DD

 Jennifer Spencer Check holiday entitlement DD D D DD

@®Bank holiday @ Holiday @Sickness @0ther @ Maternity / Paternity @ Adoption

Please click on a day for further options = Awaiting authorisation D =am/pm split | |= Clashing events

This will then take you to the Sickness absence details page which you can complete as outlined in
the previous method.

If you need to delete an absence which you have entered incorrectly, please contact the MyHR
team via email myhr@hud.ac.uk.

Entering a Sickness Absence for Multiple Positions

When entering a new sickness absence for an employee who has multiple jobs at the University
there are a few extra considerations to take into account in order to do this accurately.

When you first enter the sickness absence, follow the steps as detailed above until you get to the
bottom section where you will now see a box entitled ‘Position’. This will show all current jobs the
employee has in iTrent as well as any future dated jobs which they may have.

In these instances, you should select all positions that they currently hold from the ‘Position’ box.
You are able to select multiple jobs by keeping hold of the Ctrl button whilst clicking on each job
the absence applies to. The ‘Position’ box only shows three lines of information so you may have
to scroll down the list to view all jobs.

Absence
Absence type* | V| Set as default [
Absence reason | <None> V|
<All jobs>

Position | Administration Assistant (C433, 01/
Administration Officer (B123, 01/10.
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Once you have saved the sickness absence, you should see that a sickness absence record has
been made for all of the selected positions.

A People

(Brown JGurname V) Q +

Results 1 Person

Select &

MName & Unit & Jobtitle & Sex ¥ Dateofbirth §  Sodial securityno. 3 Per

&' Michael Brown  HRRIS-Reward & Information S...  Administration Officer * Admin...

~ Sickness absence list

Startdate ¥ Day ¥ Enddate 3+ Day ¥  Type Position & Reason ¥ Current status ¥

Administration Officer Calculation pending

03/11/2022 Thu Sicknefg  Administration Assistant Calculation pending

Once you have entered the absence period, check each absence for any end dates that have been
put against the absence you have just entered.

If an end date has been entered, select the absence with the end date and click on ‘Sickness
absence details’ in the action pane. Then delete the end date field and save the page.

Sickness absence details Michael Brown vMENU C & )

Sickness period

Sickness period * | Mare than one day V|
Absence start
Absence start date™® [034‘11!2022 | =
Absence start type | Full day "|
Absence end
Absence end date | 28/11/2022 | ] Delcte this date |
Absence end type | Full day "|

Absence

Absence type™ |Sickne55 |

Absence reason | Nome- L= Ensure you click save

Updating a Sickness Absence Record

To update a previous sickness absence record for a staff member, go to the home page and click
on the “My Staff’ button. Select the relevant staff member from the list or search for the staff
member as described in the My Staff section of this guide.
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This will open the summary page for that person. At the bottom of the page there is a “Links”
section, click on the Sickness Absences button and the sickness absence options will expand.

LINKS

_ l\/ Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR

Absence History Add New Absence View Return To Work/Attendance Review Form Add Return To Work/Attendance Review Form

View Certificates

Click on absence history and the previous sickness absences on record will be shown on the left-
hand side of the screen.

~ People :
[Brown ](Surname v) Q +
Results 1 Person
Selectall
Name = Unit = Jobtitle & c
@ Michael Brown HRRIS-Reward & Information 5. Administration Assistant
~ Sickness absence list :
| Show all |
Startdate ¥ Day ¥ Enddate § Day 3 Type = Position ¥
09/05/2022 Mon 09/05/2022 Mon Sickness  Administration Assiste
24/01/2022 Mon 24/01/2022 Mon Sickness  Administration Assiste
. 1]
S

Select the correct sickness absence record from the list and the Sickness absence details page will
open.
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Sickness absence details Michael Brown vMENU C & [

Sickness period
Sickness period *
Absence start

Absence start date™®

Absence start type
Absence end

Absence end date

Absence end type
Absence

Absence type*

Absence reason

| More than one day

M

| 09/05/2022

| Full day

| 09/05/2022

| Full day

| Sickness

| Cold

The only fields you are able to update is the Absence start date and the Absence end date. This
should only be done if this was initially entered incorrectly. If an employee needs to change their
absence reason or end date then they must do this via MyHR. If you change a Start date long after

the absence occurred this may trigger an audit query from the MyHR team.

Note: You are unable to make any amendments to your own record within iTrent. If your start date
is incorrect and needs changing you should inform your Line Manager who will be able to do this

for you.

September 2024

41| Page



Completing a Return to Work Form

When a member of staff returns to work after a period of sickness, it is your responsibility to have a
return to work meeting with them and record this in iTrent by completing the Return to Work form.

To complete a Return to Work form, select the correct person in iTrent and select the relevant

sickness absence record. Click on the menu button at the top of the Absence details page and a
list of options will expand.

Sickness absence details Michael Brown ALESS C & [

Absence History Add New Absence View Return To Work/Attendance Review Form ]

[ Add Return To WorkfAttendance Review Form ] ew Certificates ]

Click the “Add Return to Work/Attendance Review Form” button and then select “Return to Work
Form” from the options on the left-hand side of the screen as below:

~ People

[Brnwn ][Surname v) Q +

Results 1 Person
Select a

@ Michael Brown

~ Sickness absence list

01/1172022

09r05/2022

240172022

~ UDF Categories (Absence) :

Attendance Review Meeting Form

Return to Work Form

This will open a new Return to Work Form:
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UDF Details retumn to Work Form -

v MENU & &

Date of return to work meeting *

Number of working days lost*

Did employee seek medical intervention
from their GP or hospital? *

Please provide a summary of the
discussion that took place *

Was the correct reporting procedure
followed?*

If not, why?

Total number of working days absent in
past & months (including this absence) *

Periods of absence in the past 6 months
(including this absence) *

Mame of manager conducting return to
work meeting *

o

The guidance below shows how the Return to Work form should be completed

Field Value

Date of return to work meeting

Number of working days lost

September 2024

Enter the date you held the return to work
meeting

Enter the number of days the employee was
absent due to sickness absence. Only count
the days they would usually have worked.
Include whole days only.
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Did employee seek medical intervention Choose yes or no from the dropdown
from their GP or hospital?
Please provide a summary of the discussion | Enter a summary of the discussions held
that took place with the employee upon their return to work.
This may include the following:
e Details of why the employee was absent
from work
e Details of any medical attention the
employee sought during their absence
from work
e Details of any further medical
appointments
e Details of any support mechanisms that
you are putting into place to support the
employee in their return to work

Was the correct reporting procedure Choose yes or no from the dropdown

followed?

If not, why? Enter reasons given by employee as to why
they did not follow the correct reporting
procedure.

Total number of days absent in past 6 Enter the number of days the employee was

months (including this absence) absent due to sickness absence. Only

count the days they would usually have
worked. Include whole days only.

Periods of absence in the past 6 months Enter the number of periods of absence that

(including this absence) the employee has had due to sickness
absence.

Name of manager conducting return to work | Enter your full name.

meeting

Once you have completed the form, ensure you click on the Save button to add the Return to Work
Form to the Sickness absence record.

Recording an Attendance Review

In cases of persistent sickness absences, you may be required to carry out an attendance review
with a member of staff. You should consult the Management of Sickness Absence policy to
ascertain when you should contact HR and at what point each attendance review is needed.

To record an attendance review meeting in iTrent, select the correct person in iTrent and select the
relevant sickness absence record. Click on the menu button at the top of the Absence details page
and a list of options will expand.

Sickness absence details Michael Brown ALESS C & [

Absence History Add New Absence View Return To Work/Attendance Review Form ]

[.i.ljlj Return To Work/Attendance Review Form ] 4w Certificates

Click the “Add Return to Work/Attendance Review Form” button and then select “Attendance
Review Meeting” from the options on the left-hand side of the screen as below:
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~ Pepple

(Brown )(Gurname v) Q +

Results 1 Person
Select all

&' Michael Brown

~ Sickness absence list

01/11/2022

09/05/2022

24/01/2022

A~ UDF Categories (Absence) 3

Artendance Review Meeting Form

Return to Work Form

This will open the attendance review meeting form as below:

UDF Details Attendance Review Mesting Form - v MENU C =

Date of attendance review meeting* | E

Please provide a summary of the
discussion that took place ™

Have you informed the employee they are | V‘l
subject to 3 month review period? |

Name of manager conducting attendance | |

review meeting™
D

The guidance below shows how the Return to Work form should be completed

Field Value

Date of attendance review meeting Enter the date you held the attendance
review meeting.

Please provide a summary of the discussion | Enter a summary of the discussions held

that took place with the employee during the attendance
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review meeting. This may include the

following:
e Concern shown for the employee’s
welfare

e The impact of absence on the
employee’s immediate team.

e Making clear your concerns about the
attendance record.

e Asking the employee to improve their
attendance record.

e Indicate that absences will continue to be
monitored and if there is no substantial
improvement formal action will be taken

Have you informed the employee they are Choose yes or no from the dropdown
subject to 3 month review period?

Name of manager conducting attendance Enter your full name.

review meeting

Once you have completed the form, ensure you click on the Save button, and the record of the
meeting will be added to the sickness absence record.

Certification

You are able to view sickness certification for a period of absence that an employee has submitted
to Payroll, such as a doctors certificate (all certificates must still be sent to Payroll and they will
enter this information).

To view the details of a certificate, select the correct person in iTrent and select the relevant

sickness absence record. Click on the menu button at the top of the Absence details page and a
list of options will expand.

Sickness absence details Michael Brown ALESS C & [

Add New Absence
[.i.dd Return To Work/Attendance Review Fcrt_] [ & Cer‘l:ificates}

View Return To Work/Artendance Review Form

Click on the “View Certificates” button and all certificates relating to the selected perid of sickness
absence will appear on the left-hand side of the screen.
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~ People
[Brown ][Surname V] O\ +

Results 1 Person
Select all

@ Michael Brown

~ Sickness absence list

01/11/2022

09/05/2022

24/01/2022

~ Certification :

01/11/2022

Then by clicking on a certificate from the list you are able to see more information about each
individual certificate.

Certification details (01/11/2022 - 02/11/2022) - (Sickness - Cold)

Certification type * ‘ Doctor's certificate V‘

Certification reason | Flu |

Start date* |01/11/2022 |

End date | 07/11/2022 |

Sickness Absence Categories

The University uses UCEA absence categories and each period of absence must be classified as
one of these groups. Below is a table of all UCEA absence categories which also provides
examples of what should and should not be included in each category:

Category Examples to Include Don’t include
Cancer and cancer treatments
(Chemotherapy, radiotherapy),
lymphoma, biopsies,

Cancer (CNCR) mastectomy, breast cancer
Cold, cough, flu, fever, virus,
temperature, general aches

Cold (COLD) and pains, hay fever Headaches
Diabetes, Glandular fever,

Diabetes, Endocrine and swollen glands, thyroid

Glandular (DEGP) problems
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Eyes, Ears, Nose, Throat and
Dental (ENTD)

Eye problems, conjunctivitis,
glaucoma, ear problems,
earache, labyrinthitis, tinnitus,
nosebleed, sinusitis, sore
throat, laryngitis, toothache,
tooth abscess, other oral
problems, dental treatment

Surgery or operations e.g.
tonsillectomy, tooth
extractions

Genitourinary and
Gynaecological (GNIT)

Cystitis, bladder infection,
kidney problems, menstrual
pain, urinary tract infections

Pregnancy related problems

Heart, Circulatory and Blood
Disorders (HEBL)

Heart attack, angina, stroke,
seizure, irregular heartbeat,
blood disorders, blood
pressure, blood clots, DVT,
anaemia

Infections and Infectious
Diseases (INFC)

Measles, mumps, chicken pox,
shingles, legionnaires, foot and
mouth

Throat infections

Injury, Burns and Poisoning
(INBP)

Burns, frostbite, sunburn, wasp
sting, industrial injury

Menopause or
Perimenopausal Symptoms
(MENP)

Menstrual changes
specifically heavy periods
especially flooding

Mental Health (MNTL)

Stress, fatigue, debility,
anxiety, depression, alcohol or
drug dependency,
bereavement, exhaustion,
nervous debility, panic attacks

Migraine and Headache
(MIGR)

Headaches, migraine, dizzy
spells, neuralgia, sunstroke,

epilepsy

Musculoskeletal (MUSC)

Back pain, neck pain, broken
limbs, sprains, arthritis,
sciatica, whiplash, muscle
tears, bruises

Operations, Surgical
Procedures (OPER)

Hospital appointments, organ
donation, any operation or
surgery, investigations, tests,
tooth extraction

Dental appointments

Other, Unknown (OTUN)

Other reasons not classified
elsewhere, only rarely used

Pregnancy Related (PREG)

Pregnancy related problems,
miscarriage

Asthma, breathing problems,
bronchitis, chest infection,
Pneumonia, Pleurisy, chest
pains, respiratory tract

Respiratory (RESP) infection, tracheitis Ears, nose, throat, cold flu
Eczema, rash, psoriasis,
Skin (SKIN) alopecia, cellulitis, allergies Burns, hay fever

Stomach, digestive and gastro-
intestinal (STMC)

Vomiting, diarrhoea, nausea,
upset stomach, indigestion,
gastritis, ulcers, norovirus, IBS
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Emails

As a manager you will receive emails at key points relating to your employee’s absence. Once an
absence has been entered into iTrent you will receive an automatic notification email that your
employee is absent. You will receive an email once an employee has been absent for 3, 7 and 28
days which might help as both a reminder and also with guidance should you need it. If one of your
employees has entered a return to work date for their absence via MyHR you will also receive an
email acknowledging this.

File Message Document Manager g

T = \ ation for Employee Mr Micha v - Message [HTML) ca] - ]

G Mesting | |* Updates £3 To Manager ¥ Rules+ > | At A
Rlguere x @' & L5 1M = EJ Team Email v Done 0 OneNote ¥ l | ’&’ - Q
& Junk- Delete  Reply h;p:y m@mr 2 Reply i Delete ¥ Create New B M::g £ Actions - Mark Cde?rneF:;? 'I‘lnn:.lde | Zoom

Delete Tags = Editing

hrinfc
New Sickness MNotification for Employee Mr Michael Brown

To M lennifer Spencer

Universiry Of PRIVATE AND CONFIDENTIAL

HUDDERSFIELD

Inspiring global professionals

Absence Notification

Mr Michael Brown

Please note that Mr Michael Brown could not attend work as Administration

Assistant on 03/07/2019 due to ill health

You should establish contact with the individual on their first day of absence and

when you speak to them you should:

+« Determine the nature of their ill health
« Askif their condition has improved
« Determine if the individual has a forecast of a return o work date

« Establish when you will speak to them again if they remain unfit for work

The procedure for the management of short-term sickness absence can be found

within the Management of Sickness Absence Document.

If you have any concerns about how to proceed with this matter please contact the

HR Department by sending an email to hr@hud.ac.uk or by contacting your HR

AT

These emails can also serve as useful reminders to complete the Return to Work form once they
have returned to work, or to record an absence review meeting in iTrent.

Absence Reports

You are able to view some absence reports within iTrent by clicking on the “Absence Reports”
button on the homepage.
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My Staff >
Task Redirection >
Absence Reports >

When you click on this button you will see a list of available reports appear down the left-hand side
of the screen. Click on the name of the report you would like to view and then click on “Run
Report”.

A Organisation

University of Huddersfield m —

= [l

Run Report

Absence Frequency Report

This report provides a summary of the number of absences, days lost and hours lost during a
specified time period and can be run for everybody that reports to you (including indirect reportees)
or for an individual employee by changing the value in the Unit/Employee field.

The example below would produce a report that shows everybody that reports to you (including
indirect reportees) who had a period of sickness absence between 01/02/2019 and 31/07/2019.
Changing the Unit/Employee field to employee would allow you to run the report for a specific
employee.

Absence frequency VMENU C &

Unit/Employee * | Unit v| e

Change absence

Leaving this as “Unit” runs
the report for all reportees

Absence group | Sickness v| ¥
group to “Sickness”
1 Absence type | v|
Absences from* | 01/01/2022 ' €&

Enter date range

Absences to* |31/10/2022 ) ¢—

Output to CSV H Output type [ CSV File v]

r
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When you click on the “Run” button, iTrent will start running this report ready for you to download.
You can then use the instructions in the “Downloading a Report” section of this user guide to
download this report.

Absence History - People Report

This shows each absence that an employee has had within a given time period and can be run for
everybody that reports to you (including indirect reportees) or for an individual employee by
changing the value in the Unit/Employee field.

The example below would produce a report that shows all of the instances of sickness absence
that Kyle Pittman has had during the 6 month period between 01/02/2019 and 31/07/2019.

Absence history v MENU C &
Unit/Employee* | Employee V| s Change to Employee
and search for

Employee name | Michael Brown | Q Michael Brown

Change absence Absence group | Sickness V| |

group to “Sickness”

Absence type | v|

Absences from* | 01/01/2021 | ) €T

Enter date range

Absences to* |31/10/2022 =)

Output to CSV '—) Output type [CSVFiIe v]

When you click on the “Run” button, iTrent will start running this report ready for you to download.
You can then use the instructions in the “Downloading a Report” section of this user guide to
download this report.

Outstanding Holiday Entitlement Report

The “Outstanding Holiday Entitlement” report shows a summary of outstanding annual leave as of
the effective date provided and can be run for everybody that reports to you (including indirect
reportees) or for an individual employee by changing the value in the Unit/Employee field.

This report can be used to identify staff who have too much annual leave remaining to carry in to
the next annual leave entitlement period.

The example below would produce a report that shows everybody that reports to you (including
indirect reportees) with at least 37 hours entitlement remaining (i.e. the maximum carry forward
allowance) as of 01/08/2019. This would allow you to contact them before the end of the annual
leave entitlement period so that they can arrange to book this annual leave otherwise they will lose
it.
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Outstanding holiday entitlement

Leaving this as

Unit/Employee* | Unit v "Unit’ runs the report
for all reportees

Show outstanding
leave remaining

Effective date* | 04/11/2022 =

from this date

Minimum balance to report on | |

Set minimum

hours |3? | S ——
hours to 37

Output to CSV }—) Output type [CSV File v]

When you click on the “Run” button, iTrent will start running this report ready for you to download.
You can then use the instructions in the “Downloading a Report” section of this user guide to
download this report.

Downloading a Report

You can view the progress of a report by clicking on the “My to do list/Processes” button on your
homepage and then clicking on the “Processes” tab. This shows you the status of all recent
processes you have run.

TO DO LIST (0) PROCESSES (0)

Report - Absence Frequency, University of Huddersfield

(_comPLETE | 04/11/2022 09:08

When the report has changed to a status of “Complete” then you can click on the name of the
report to take you to the Download Output page.

Download output Absence Frequency vMENU C 1=

View output from

| Today V|
Available report outputs
. Delete
Run date & time Comments Download
Select all
04/11/2022 09:09 ¥ O
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¥

Click on the Download icon == to download the report.
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Personal information

You are able to view contact information that we hold for each employee that directly reports to
you. For example, a Dean will be able to see contact information for every employee within their
school, but a Line Manager will only be able to see contact information for each employee that
reports to them.

Note: All personal information must only be used for University business.

Contacts

To view contact information for an employee, click on the “My Staff” button on the homepage, then
either select the correct person from the list or search for the correct user as described in the My
Staff section of this guide. This will open the summary page for the person.

@ Michael Brown C
Personal Employment
Known as Michael Administration Assistant

37.00 hours | Full time | Permanent | Grade 5 | Scalepoint PT21

26290 (Personal ) Occupancy started on 01/01/2020

7363605 (Payroll ref.)
Reporting manager
Jennifer Spencer
Head of Department

Calendar 1Sep 2022 - 31 Aug 2023
<&@ VIEW FULL CALENDAR

04 - 17 November 2022

(244.2

Holidays remaining
(as of last calculation)

I’V Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR

=

Contact Information Emergency Contact Information

The Personal Details section should be visible in the Links section of the page by default as in the
image above, however, if it is not, click on the Personal details button and these options should
appear.

Click on the Contact Information option and a list will apear on the left-hand side of the screen
listing the contact information records available for that person such as Home Telephone and User
email address.
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~ People
[BI"CIWH ][Surname V] Q +

Results 1 Person
Select all

=b' Michael Brown

~ (Contacts

User e-mail address

Home telephone

E-mail address

Select one of these from the list and the contact details page will open.

@ Michael Brown

Contact details Michael Brown vMNU C & )

Means of contact® | Home telephone V|

Contact at* | 01484 123456 |

Note: You are not able to update any contact information records. It is the responsibility of the
employee to keep these details up to date via MyHR.
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Emergency Contacts

To view contact information for an employee, click on the “My Staff’ button on the homepage, then
either select the correct person from the list or search for the correct user as described in the My
Staff section of this guide. This will open the summary page for the person.

@ Michael Brown c
Personal Employment
Known as Michael Administration Assistant

37.00 hours | Full time | Permanent | Grade 5 | Scalepoint PT21

26390 (Persbiil ref) Occupancy started on 01/01/2020

7363605 (Payroll ref)
Reporting manager
Jennifer Spencer
Head of Department

Calendar 1Sep 2022 - 31 Aug 2023

<@ VIEW FULL CALENDAR

04 - 17 November 2022 Ry

44.2

mOS 06 07 08 09 10 11 12 13 14 15 16 17

Holidays remaining
(as of last calculation)

LINKS

I > Sickness Absences >} Holidays/Flexi Leave > Working Pattern > PDPR

‘ Contact Information ’ | Emergency Contact Information

The Personal Details section should be visible in the Links section of the page by default as in the
image above, however, if it is not, click on the Personal details button and these options should
appeatr.

Click on the “Emergency Contact Information” button and a list of emergency contacts that the
person has provided will appear on the left-hand side of the screen (Most employees usually only
have one emergency contact).

~ People :
[Brown ](Sumame V] Q +

Results 1 Person

Select all

& Michael Brown

~ Emergency contacts :

Michelle Brown
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Selecting the Emergency contact record from this list, will open the Emergency contact details
page.

@ Michael Brown

Emergency contact details Michael Brown vuvenu C &)

Emergency contact

Name* | Michelle Brown |

Relationship | V|

Contactat | 07770123456 |

Contact email | |

Primary contact

Note: If no contact details appear this means that the employee does not have any emergency
contact information entered for them. They are able add this information via MyHR.
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Personal Development and Performance Reviews/Appraisals

The University of Huddersfield’s appraisal or Personal Development and Performance Review
(PDPR) process is an opportunity to meet with your team on an individual basis to discuss their
performance, and how their personal and professional development could be supported over the
next 12 months.

Management of the PDPR process is carried out via iTrent and you should ensure that you arrange
a PDPR meeting for each team member every year with a shorter mid-year review around 6
months later.

In the PDPR process, as the line manager you are referred to as the “reviewer” and your team
member is referred to as the “reviewee”.

Further details about the role of the reviewer and what support is available to you can be found on
the PDPR webpage.

The PDPR process covers a 12-month period and includes two PDPR meetings. The actions and
who are responsible are outlined below:

*Who: Reviewer

S
1 P eAction: Schedule a PDPR review for the revewee in iTrent )
N *Who: Reviewee )
2 P eAction: Enter and submit their reponses to the talking points in the review in MyHR. )
3 *Who: Reviewer and Reviewee )
3 P eAction: Hold a constructive PDPR meeting. )

*Who: Reviewer
eAction: Enter and save their responses to the talking points in the review in iTrent )

*Who: Reviewer
eAction: Submit responses within iTrent once the reviewee and reviewer are both happy with the comments.

B

*Who: Reviewer
eAction: Complete the review in iTrent )

(72)
©

*Who: Reviewer )
eAction: Schedule a PDPR mid-year review for the reviewee in iTrent for 6 months after the start of the PDPR
year. Y,

*Who: Reviewee
eAction: Enter and submit responses to the talking points in the the mid-year review in MyHR.

CLEL ¢

*Who: Reviewer and Reviewee
eAction: Hold a constructive Mid Year Review meeting. )

(7,)
T

o

*Who: Reviewer
10 eAction: Enter and save their responses to the talking points in the Mid Year Review form )

*Who: Reviewer

sllp eAction: Submit responses within iTrent once the reviewee and reviewer are both happy with the comments. )
S *Who: Reviewer )
12p eAction: Complete the mid-year review in iTrent )
S *Who: Reviewer and Reviewee )
13p eAction: Start at step 1 again for the new PDPR year )
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Types of PDPRs

PDPRs are made up of questions, known as “talking points”, designed to facilitate an open
conversation between you and the reviewee during the PDPR meeting. There are different PDPRs
available depending on the type of work the reviewee does and what stage of the process you are
at.

Annual PDPR —= Academic: This is the annual review form for academic and research staff.

Annual PDPR - Facilities Support Services (completed by the reviewer only): This is the
annual review form typically for colleagues within Estates & Facilities who may not regularly use
PCs. These staff members are not expected to complete it themselves and instead the reviewer
will complete it fully following the PDPR meeting.

Annual PDPR - Professional and Technical Services: This is the annual review form for staff
that work within professional or technical services.

Mid-Year Review: This is the mid-year review form for academic, research, professional and
technical services staff.

Mid-Year Review - Facilities Support Services (completed by reviewer only): This is the mid-
year review form typically for colleagues within Estates & Facilities stage who may not regularly
use PCs. These staff members are not expected to complete it themselves and instead the
reviewer will complete it fully following the PDPR meeting.

PDPR Statuses

The following statuses are used in iTrent to indicate the stage where the PDPR is at:

Completed . Scheduled In Progress
O 0 = 0 5 0
A Overdue E Due @ Abandoned
0 0 0

Scheduled: This is the first status of PDPR and indicates it has been created but no responses
have been saved by either the reviewee or reviewer yet.

In progress: When responses are saved by either a reviewee or reviewer the status changes to
“In progress”. As soon as comments are saved, they can be read by the other party. It is
recommended that the reviewee submits their responses in advance of the meeting, this will notify
the reviewer and allow them to read the responses in preparation for the meeting.

Submitted: If only the reviewee has submitted, the status will remain as “In progress”. It is
recommended that the reviewer only submits their responses after the meeting, if required
additional points from the meeting can then be included in the reviewer’s responses. The status
changes to submitted when both reviewee and reviewer have submitted.

Completed: Once both the both reviewee and the reviewer have submitted, the reviewer needs to
complete the review. The completed status confirms it has been concluded successfully and no
further actions are required.
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Overdue: The status only appears on the Review summary page and indicates that the review’s
due date has passed, and the review has not been completed yet.

Abandoned: Once a review has changed to “In progress” in can no longer be deleted but it can be
abandoned, this will indicate that review was started but never finished.

Creating a New PDPR

It is recommended that a PDPR meeting is scheduled 30 days in advance and the PDPR is
created on iTrent at the same time. This gives the reviewee time to write and, ideally, submit their
responses at least 5 days before the meeting.

Although they relate to the same PDPR year, the annual PDPR and mid-year review exist as
separate “reviews” on iTrent and you will need to create each one individually, ideally 30 days
before the respective scheduled meetings.

By scheduling each review 30 days before, a timely notification is sent to the reviewee to prompt
them to add and submit their responses before the meeting.

To create a new PDPR you should complete the following steps:

1. Signinto iTrent and click on the “My Staff” button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will open
the summary page for that person.

2. Inthe “Links” section, click on the “PDPR” button to expand the PDPR options.
3. Click on the “Schedule new PDPR” option.

LINKS

> Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern ~ PDPR

> Objectives > PDPR (pre September 2024)

=f [
Schedule new PDPR

4. This should open a blank Schedule review details page.

Complete/view PDPR Amend scheduled PDPR details PDPR dashboard 4 PDPR webpage
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@ Michael Brown

Schedule review details New VYMENU @ C &

Review name* | v

Position* | v|

Default reviewer | |
Due by date* | | &)
Scheduled date* | |

Review status | |

o

5. For Review name, select the relevant PDPR from the list, for more information about this
see the Types of PDPRs section of this guide.

6. For Position, select the job the review applies to, in most cases there will only be one option
but where your team member has more than one position that reports to you, there will be a
multiple choice.

7. Set the Due by date as the date you expect the PDPR to be completed, this should be after
the scheduled PDPR meeting date.

8. Set the Scheduled date as the date the PDPR meeting will take place.

9. Click on the Save button. This will send an email to the reviewee informing them a PDPR
has been created for them and advising them to write and submit their responses in
advance of the meeting.

Please note: You can change the details on this page until either the reviewer or reviewee saves a
change to the PDPR form. Once that happens the status of the form will change to "in-progress"
and you will be unable to update this page.

10. To view the PDPR talking points straight away, click on the menu button at the top of the
Schedule review details page and a list of options will expand. Click the “Complete/view
PDPR” button.

Schedule review details Michael Brown ALESS @ C &=

[ PDPR webpage

11. This will open the PDPR that you have just created.
Finding An Existing PDPR

When finding an existing review, there are some actions that can make finding the correct review
easier.
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1. Signinto iTrent and click on the “My Staff’ button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will
open the summary page for that person.

2. Inthe “Links” section, click on the “PDPR” button to expand the PDPR options.

3. Click on either “Complete/view PDPR” or “Amend scheduled PDPR details” depending
on what task you are performing.

4. A scheduled reviews prompt will appear on the left-hand side of the screen. By default, the
drop-down list is set to “Scheduled” which will display reviews with a status of “Scheduled”
only. If you know the status of the review you want to find, you can choose it from the list,
alternatively you can select “All” and this will be display everything.

iTrent o 11092024

~ Organisation

University of Huddersfield

~ People
[ ][Surname V]O\ +

Results 1 Person
Select all

|&| Michael Brown

~ Scheduled reviews

Scheduled ) Q

Due
Scheduled
In progress
Complete
Abandoned

Submitted

X

5. Click the magnifying glass icon to search for reviews that match the choice from the drop-

down list.

6. When the reviews are displayed under the magnifying glass, click on the handle on the
sidebar and the sidebar will expand to provide more information.

September 2024
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B 11/09/2024

iTrent

~ Organisation

University of Huddersfield

-~ People :

( J(surname ) Q +

Results 1 Person

Select all

& Michael Brown

A~ Scheduled reviews :
(I

Annual PDPR - Professional and Tec...

Mid-Year Review

7. The expanded sidebar will display additional information about each PDPR including status
and the scheduled meeting date. Clicking on any of the details will select and open that

review.

B 11/09/2024

i Trent

~ Organisation

University of Huddersfield

~ People

(orown Y(surname

vQ +

Results 1 Person
Select all

Name S Unit & Jobtitle $ Sex ¥ Dateofbirth $  Sodalsecurity no.

& Michael Brown

Administration  Administration Assistant

»  Scheduled reviews

@

Review name %

Review type 5  S5tatus % Position & Duedate ¥  Scheduleddate 3
Annual PDPR - Professional and... Annual Scheduled  Administration Assistant 16/10/2024 11/10/2024
Mid-Year Review Annual Scheduled  Administration Assistant 27/03/2025 20/03/2025

Reading and Adding Responses to a PDPR

Personalref. §  Lg

“ll

Schedule

It is recommended that the reviewee submits their responses five days before the meeting, this will
trigger a notification email to you and give you time to read their responses and prepare for the
meeting. You can then add your responses after the meeting and ask the reviewee to read them.

September 2024
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To read the reviewees responses and add your own as a reviewer, follow these steps:

1. Signin to iTrent and click on the “My Staff’ button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will open
the summary page for that person.

2. Inthe “Links” section, click on the “PDPR” button to expand the PDPR options.
3. Click the “Complete/view PDPR” option.

LINKS

> Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern ~ PDPR

> Objectives > PDPR (pre September 2024)
B o

Schedule new PDPR | Complete/view PDPR I Amend scheduled PDPR details PDPR dashboard & PDPR webpage

4. Find and select the PDPR review, as described in the Finding an Existing PDPR section of
this guide.

5. Once the PDPR is open, talking points which you can respond to as a reviewer have a box
underneath with an “Add response here” message. Click your cursor in the box and start
typing to enter your response. There is information available for each talking point by
clicking the ‘" icon in the right.

*Please provide a summary of how well you feel the last 12 months have gone.
1 response A u
Please include any achievements over and above your objectives in this section.

Add response here

6. Responses from the reviewee are shown underneath with their name and the date and time
they were saved.

™ Michael Brown wrote: 11/09/2024 at 14:39

| think the last 12 months have gone very well. | think my biggest achievement has been contributing to
our team meeting our service level agreement targets whilst dealing with unprecedented demand from
internal and external customers.

7. Responses can be saved by using the green save icon on the bottom right-hand side...

...or the Save button at the bottom of the page.
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8. Once responses have been saved, they appear with your name and the date and time. They
can be amended by clicking the pencil icon in the top right-hand corner of the response. Any
amendments then need to be saved using the save button.

*Please provide a summary of how well you feel the last 12 months have gone.
2responses ~ @
Please include any achievements over and abowve your objectives in this section.

™ Michael Brown wrote: 11/09/2024 at 14:39

| think the last 12 months have gone very well. | think my biggest achievement has been contributing to
our team meeting our service level agreement targets whilst dealing with unprecedented demand from
internal and external customers.

@ Jennifer Spencer wrote: 11/09/2024 at 15:59 ya

| agree that the last 12 months have gone very well. You have made a big contribution to the team
continuing to meet it's S5LA targets whilst dealing with lots of conflicting deadlines. You have been a
positive team player, working well with colleagues and always being approachable and flexible to assist
others.

9. Talking points that require a response have a * red asterisk symbol before them. A review
can be saved at any stage, but it can only be submitted once all the mandatory talking
points have a response.

10. Once you have added and saved your responses, it's recommended that you give the
reviewee an opportunity to read your responses in MyHR before you submit them. That way
you can make amendments before it is submitted and becomes read-only.

11. Once you and the reviewee are happy to finalise the PDPR, follow the Submitting and
Completing a PDPR section of this guide.

Objectives in a PDPR

Objectives are the goals for the PDPR year that you agree with the reviewee during your PDPR
meetings. Objectives can be created, viewed and updated through a tab within the PDPR review.
To access objectives within a PDPR review:

1. Signinto iTrent and click on the “My Staff’ button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will open
the summary page for that person.

2. Inthe “Links” section, click on the “PDPR” button to expand the PDPR options.
3. Click the “Complete/view PDPR” option.
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LINKS

> Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern ~  PDPR

> Objectives > PDPR (pre September 2024)

Bl m

Schedule new PDPR I Complete/view PDPR II Amend scheduled PDPR details PDPR dashboard f PDPR webpage

4. Find and select the PDPR review as described in the Finding an Existing PDPR section of
this guide.

5. Inthe PDPR, click the “Objectives” tab, between the narrative and the talking points.

Review details Michael Brown vMENU @ C & [)

Annual PDPR - Professional and Technical Services

11 October 2024
Between Michael Brown & Jennifer Spencer
Position: Administration Assistant

Status: In progress

Narrative A

The PDPR is a chance to have a two-way open discussion about how the last 12 months have gone, how well
objectives have been achieved and to set new ones. Further help, guides and videos can be found on the My
PDPR website

Please complete this form fully throughout and save as you go along. You can edit any comments by
using the edit icon on the right of each comment.

Reviewers please note once you have completed all sections, we recommend you don't submit the

Talking points

Talking points A

Overall how do you feel the last 12 months have gone?

6. By default, any in-progress objectives that have been created within the 12 months will
show.

Talking points Objectives

+ Add objective

12/09/2023 = | | 12/09/2024 = | Type: (1) -

Clear search Search

Sort: Newest - oldest =

Share Good Practice

=o
Continue to share good practice and pass knowledge on to the rest of the team.
Pass knowledge on and share good practice in our team meetings, and also in specific meetings.
Start date - 14/10/2024 Completion date (target) - 31/08/2025
N 50% ® In progress
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7. You can change the date range and update the objective status and then click Search to
see more objectives. For an objective to appear the Attachment date on the Objective
details page needs to be within the specified date range.

Talking points Objectives

+ Add objeciive
12/09/2023 ) ‘ ‘ 12/09/2024 () ‘ Type: (1) -

C Il Completed

D Overdue

Sort: Newest - oldest ~
D Not started

Share Good Practice In progress
Continue to share good practice and pass knowledge on to the rest of the team.
Pass knowledge on and share good practice in our team meetings, and also in specific meetings.

Startdate - 14/10/2024 Completion date (target) - 31/08/2025
—— 50% @ In progress

Process Review n

8. You can also show all objectives current and past for the reviewee by using the Clear
search button. You can then re-apply a filter on status or a date range to narrow down the

results.

Talking points Objectives

+ Add objective

12/09/2023 ) | | 12/09/2024 ) | Type: (1) -

I Clear search I Search

9. To view an objective, click on the objective name. This will open the objective details page.
You can amend any of the details and apply these changes by clicking the Save button.
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Objective details share Good Practice v MENU & &

Personal objective |Yes |

Objective title * | Share Good Practice |

-
Type* 1-University '
2-School/Service -
A Norconal 1
Attachment date® | 11/00/2024 | ™
Continue to share &
good practiceand
Description | pass knowledge on
0 the rest of the -
TeaM. P
Additional information
A
Target completion date |31/08/2025 =]
Startdate |14/10/2024 =]
Completion date | | =)
Objective rating method | Rating V|
Objective rating | V|
Position | <All> M
Linked to | W <]

10. To mark an existing objective as complete, add the completion date and select the rating
from the Objective rating list and then click Save.

Completion date | | ™
Objective rating method | Rating v|
Objective rating | v|

0-Objective removed/amended

Linked to  1-MNot met objective Q e
2-Partially met objective

&Met objective .
"

Objective Rating Summary

0 — Objective removed/amended  This option should be used if the objective (or the objective
as it was set) is no longer relevant. For example, if the
objective related to a specific project which is no longer
taking place.

1-Not met objective This option should be used if an objective was not met
during the PDPR lifecycle. In this case, the objective should
be set again if it is still relevant.

2-Partially met objective This option should be used if an objective has been partially
met. For example, if an objective had several elements to it,
some of which have been met, but not all. In this case, the
elements of the objective that have still not been met may
be set as a new objective as part of the next PDPR lifecycle.

3-Met objective This rating should be selected if an objective has been
completed in its entirety.

Position
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11. To return to the Objectives tab in the PDPR, click the Review details link in the top left-
hand corner of the Objective details page.

I < Review details I @ Michael Brown

Objective details Share Good Practice v MENU C &= @]

Personal objective |Yes |

Ohiective title* | Share Good Pracrice |

12. From the objectives tab, you can create a new objective for the reviewee by clicking the Add
objective button, just above the objective filter options. This will open a blank new objective
details page where you can enter the objective details and click Save to create the

objective.

Objective Actions

Objective actions are linked to an individual objective and are a way of breaking it down into more
specific and detailed steps and tasks. They can help to plan and track progress towards achieving
the overall objective. To add or view actions:

1. Inthe Objectives tab in a PDPR, click the three lines icon in the top-right hand corner of an
objective. The number indicates how many actions exist for that objective.

Talking points Objectives

+ Add objective

12/09/2023 = ‘ ‘ 12/09/2024 ) ‘ Type: (1) -

Sort: Newest - oldest =
Process Review

To undertake a process of continuous review to ensure administrative procedures are as efficient as possible

Reviews are made annually, and then every 6 months. Regularly reviewed at monthly School Manager
meetings. If specific issues arise that require attention, we arrange to meet as a group of school managers

outside of the monthly meetings.
Start date - 14/10/2024 Completion date (target) - 31/08/2025
S 1 009 @ In progress

2. When the Objective actions window opens, click on an existing action title or click the Add
action button to take you to the Action details page.
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Objective actions X

Title ~ Description + Start date + Completion date =

Review and Update SOP  Ensure Standard Operating Procedure documents are

16 Oct 2024 31 Dec 2024
Documents consistent and accurate.

3. On the Action details page, if you are creating a new action enter the details, or if you are
updating an existing one, make your changes, then click the Save button.

Action details New VMENU C & [)

Objective title | Process Review |

Action title ® | Feedback From Colleagues |

Obtain feedback from
colleagues about the
Description |current processes

e

Target completion date | 31/12/2024 | =

Startdate | 21/10/2024 [t

8

Completion date

4. Once an action is saved, the Delete and New buttons will appear at the bottom of the Action
details page. It should also be listed in the panel on the left-hand side under “Objective
actions”, from there you can also navigate to other actions by clicking on the action title.

iTrent ©1zo202 % .

~  Organisation

University of Huddersfield 1l

~ People
[brown j[Surname VJO\

Results 1 Person
Select all

& Michael Brown

~ Objectives
All hs
Increase Customer Satisfaction

Process Review

Share Good Practice

~ Objective actions

Feedback From Colleagues

Review and Update SOP Documents
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5. To return to the Objectives tab in the PDPR, click the Review details link in the top left-
hand corner of the Action details page.

|< Review details I @ Michael Brown

Action details Feedback From Colleagues VMENU C & [

Objective title |Process Review |

Action title* | Feedback From Colleagues

Obtain feedback from
colleagues about the
Description | current processes

Target completion date [31/12/2024 ‘ =
Start date |21/10/2024 ™
Completion date =

D D

Submitting and Completing a PDPR

It's recommended that you give the reviewee an opportunity to read your responses in MyHR
before you submit them. That way you can make amendments before it is submitted and becomes
read-only. Once you are both happy, you can submit your responses and then mark the PDPR as
complete.

1. Signinto iTrent and click on the “My Staff’ button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will open
the summary page for that person.

2. Inthe “Links” section, click on the “PDPR” button to expand the PDPR options.
3. Click the “Complete/view PDPR” option.

LINKS

> Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern v PDPR

> Objectives > PDPR (pre September 2024)

El

Schedule new PDPR I Complete/view PDPR I‘ Amend scheduled PDPR details PDPR dashboard 4 PDPR webpage

4. Find and select the PDPR review as described in the Finding an Existing PDPR section of
this guide.

5. If you want to make any amendments to your responses, make sure you save them before
submitting otherwise they will be lost. When you are ready, click the Submit review button
in the top right-hand corner.
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@ Michael Brown

Review details Michael Brown vMENU @ C & [J

Annual PDPR - Professional and Technical Services
12 September 2024

Between Michael Brown & Jennifer Spencer
Position: Administration Assistant

Status: In progress

Narrative A

The PDPR is a chance to have a two-way open discussion about how the last 12 months have gone, how well
objectives have been achieved and to set new ones. Further help, quides and videos can be found on the My
PDPR website

Please complete this form fully throughout and save as you go along. You can edit any comments by
using the edit icon on the right of each comment.

6. When the Submit review prompt appears click the Submit button.

Submit review

Are you sure you want to submit?
Once submitted you will not be able to edit the review

o

7. Once submitted, the status of the PDPR should change to “Submitted”, click the Complete
review button which is now available in the top right-hand corner.

Review details Michael Brown vMENU @ C & [

Annual PDPR - Professional and Technical Services

11 October 2024
Between Michael Brown & |ennifer Spencer
Position: Administration Assistant

Status: Submitted

8. When the Complete review appears, click the green OK. This will send an email to the
reviewee to confirm the PDPR review has been completed.

Complete review

Are you sure?

After completing the review it cannot be edited.

o

Amending Details or Deleting a PDPR

Sometimes you may need to change some of the details of a PDPR or delete it altogether. These
actions can be performed provided the PDPR still has a status of “Scheduled”. To do this:

1. Signinto iTrent and click on the “My Staff” button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will
open the summary page for that person.

72|Page
September 2024



2. Click the “Amend scheduled PDPR details” option.

LINKS

> Personal Details > Sickness Absences > Holidays/Flexi Leave ?  Working Pattern N PDPR

> Objectives > PDPR (pre September 2024)

= [l

Schedule new PDPR Complete/view PDPR I Amend scheduled PDPR details I PDPR dashboard 4 PDPR webpage

3. Find and select the PDPR review as described in the Finding an Existing PDPR section of
this guide.

4. Once selected, you can change any of the details on this page and click Save. If you need
to delete the PDPR review all together, then click Delete. The Save and Delete buttons are
only available if the review has a status of “Scheduled”.

iTrent o102 X

A Organisation

O munsgen

G Michael Brown

R " Schedule review details Michael Brown VMINU @ C &
eople $

Ssurname v)

"

Review name* | Annual PDPR - Professional ar

Position® | Administration Assistant v

Default reviewer  jennifer Spence

Due by date* 16, (=)
S . Scheduled date* 024 &)
Scheduled
- C

Abandoning a PDPR Review

Sometimes a PDPR review may not be completed because it was started in error or cannot be
progressed further due to unforeseen circumstances.

1. Signinto iTrent and click on the “My Staff’ button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will
open the summary page for that person.

2. Click the “Complete/view PDPR” option.

> Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern v  PDPR

> Objectives > PDPR (pre September 2024)

=

Schedule new PDPR I Complete/view PDPR I Amend scheduled PDPR details PDPR dashboard 4 PDPR webpage

3. Find and select the PDPR as described in the Finding an Existing PDPR section of this
guide.

4. Scroll to the bottom and click the Abandon button.
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5. In the Abandon review prompt, enter a reason for abandoning, this will be saved on the
PDPR. Click the Abandon button to confirm. Please note this will send an email to the
reviewee confirming it has been abandoned which will also include the reason provided by
you.

Abandon review

Are you sure you want to abandon this review?
Once abandoned you will not be able to edit the review

Enter the reason for abandoning (required).

6. Once a review is abandoned, it is still accessible if required via the panel on the left-hand
side, you will need to change the drop-down list to “Abandoned” before clicking the

magnifying glass icon.

A~ Scheduled reviews :
Do

I Al Professional and Tec__
Due

Scheduled

In progress

Complete

Abandoned

Submitted

Objectives

Finding and Reviewing Objectives

You can use iTrent to review your reportee’s current and completed objectives at any time of the
year and add a comment on the progress so far. To do this, you should follow the steps below:

1. Signinto iTrent and click on the “My Staff’ button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will
open the summary page for that person.

2. Inthe “Links” section, click on the “Objectives” button to expand the Objective options.

3. Click on the “View/update objectives” button:
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LINKS

> Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR

> PDPR (pre September 2024)
= [
e |

Objective overview I View/update objectives I View/update objective actions

4. Your reportee’s current objectives will then be listed on the left-hand side of the screen. If
your Reportee does not have any current objectives, you will be taken to the New
Objective Details Page.

~ People

(brown  )(surname V]O\ +

Results 1 Person
Select all

‘ |¢| Michael Brown

~ QObjectives

Increase Customer Satisfaction
Process Review

Share Good Practice

Alternatively, to review completed objectives, change the drop-down option for the filter
from “Current” to “Completed” as shown in the image below:

~ Objectives :

Completed v

5. Click on the objective in this list to open the objective details page.
6. If required, you can add a comment to the Additional information field.

7. If you have added a comment, you can save this by clicking on the Save button.

Marking Objectives as Complete

Once a reportee has achieved their objective you should mark this as complete in iTrent. Only you
can mark an objective as complete. This can be done at any time throughout the PDPR year, but

you may choose to do this as part of the review process.

Objectives should be specific to the PDPR year in which it was set, if an objective was not met, or
was partially met, during the PDPR year, it should be ended and re-added (if required) in the next

PDPR year.
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To mark an objective as complete, you should follow the steps below:

1. Signinto iTrent and click on the “My Staff” button on the iTrent home page and search for
the staff member as described in the Searching My Stalff section of this guide. This will
open the summary page for that person.

2. Find and open the objective details as described in steps 2 to 5 of the Finding and
Reviewing Objectives section of this guide.

3. If required, on the objective details you can add a comment to the Additional information
field.

4. Add the completion date to the Completion Date field.

5. Select the appropriate value from the Objective rating field:

Objective rating | V|

Position  0.Objective removed/amended
1-Not met objective
Linked to  2-Partially met objective
3-Met objective

Objective Rating Summary

0 — Objective removed/amended This option should be used if the objective (or the objective
as it was set) is no longer relevant. For example, if the
objective related to a specific project which is no longer
taking place.

1-Not met objective This option should be used if an objective was not met
during the PDPR lifecycle. In this case, the objective should
be set again if it is still relevant.

2-Partially met objective This option should be used if an objective has been partially
met. For example, if an objective had several elements to it,
some of which have been met, but not all. In this case, the
elements of the objective that have still not been met may
be set as a new objective as part of the next PDPR lifecycle.

3-Met objective This rating should be selected if an objective has been
completed in its entirety.

It is important that PDPR objectives are marked as completed, as failing to do so will hinder
your ability to accurately monitor your reportee’s performance in relation to the objectives
set during the PDPR process.

6. Click the Save button and the objective will be saved.

Adding New Objectives

You can use iTrent to add new objectives for your reportees at any point during the year. To do this
you should follow the steps below:

1) Signinto iTrent and click on the “My Staff” button on the iTrent home page and search for the
staff member as described in the Searching My Staff section of this guide. This will open the
summary page for that person.

2) Find and open the objective details as described in steps 2 to 5 of the Finding and Reviewing
Objectives section of this guide.
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3) Click on the New button at the bottom of the Objective details page. This will open a blank
New Objective details page.

4)
a) To add a personal objective, tick the box at the top and complete the form with the details.

The Completion date and Completion rating fields are added later which will record the
objective as complete.

Objective details New v MENU C &

Personal ohjective

Objective title* | Update customer forms |

1-University

Type+ | 2-School/Service
4-Personal h
Attachment date* | 04/11/2022 =)
customers, overthe  *
NEXT 6 months |
Description | would like you to
take the lead on this
project P
Additional information
4
Target completion date |04/11/2023 =
startdate (04/11/2022 Ji=!
Completion date | =)
Objective rating method | Rating v|
Objective rating | v|
Paosition | <All= V|
Linkedto | o

b) To add a catalogued objective, untick the personal objective box. Click the magnifying glass
icon that appears after the Objective title field

Personal objective [

Objective title * | | Q.

Select an objective from the list and this will populate the Objective Title, Type and

Description fields for you. The Target completion date and Start date fields still need to be
entered by you.

5) Click the Save button and the objective will be added to the list of current objectives.
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~ People

(Brown ][Surname ~) Q +

Results 1 Person
Select a

Mame & Unit &

@ Michael Brown  HRRIS-Reward & Info

~ Objectives

Current v

Objective title & Code » Type

in]CDl _Pars
| Update customer forms 3-Ted

Adding and Updating Objective Actions

Obijective actions are linked to an individual objective and are a way of breaking it down into more
specific and detailed steps and tasks. They can help to plan and track progress towards
completing the overall objective. To add or view actions:

1.

>

Sign in to iTrent and click on the “My Staff” button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will
open the summary page for that person.

In the “Links” section, click on the “Objectives” button to expand this section.

Click on the “View/update objective actions” button

LINKS

Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR

> PDPR (pre September 2024)

=
| |

Objective overview View/update objectives I View/update objective actions I

4. Your reportee’s current objectives will then be listed on the left-hand side of the screen.

Select the objective you want to add actions for.

If your reportee does not have any actions for the selected objective, this will open a New
Action Details page and you can proceed to step 7. If they do have existing actions, these
will be listed on the left-hand side of the screen under “Objective actions”.
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iTrent © 12092022 X .

A Organisation

University of Huddersfield 1l

A People

(orown  Ysurname v Q

Results 1 Person
Select all

i@y Michael Brown

~ Objectives

Increase Customer Satisfaction

Process Review

Share Good Practice

A Objective actions

Feedback From Colleagues

6. Select one of the actions from the list. This will open the Actions details page for that
objective.

7. From here you can update the action. To mark an action as complete, enter a Completion
date. Click the Save button to save your changes.

8. To create a new action, click on the New button. This will open a New Action details page.

9. Enter the action details and click the Save button.

@ Michael Brown

Action details New VYMENU C & [

Objective title | Process Review |

Action title * | Review and Update SOP Dotums|

Ensure Standard
Operating Procedure

Description |documents are
consistent and
accurate.

Target completion date | 16/10/2024 | 5

Startdate |31/12/2024 (9

)

Completion date

10. Once an action is saved, the Delete and New buttons will appear next to the Save button at
the bottom. The action should also be listed in the panel on the left-hand side under
“Objective actions”.
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Objective Overview

You can see details of all current objectives and actions for your reportee using the Objective
Overview. Through this screen you can also add new objectives and actions.

1. Signinto iTrent and click on the “My Staff” button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will
open the summary page for that person.

2. Inthe “Links” section, click on the “Objectives” button to expand this section.

3. Click on the “Objective overview” button:
LINKS
> Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR

N Objectives > PDPR (pre September 2024)

= [
[
I Objective overview I View/update objectives View/update objective actions

4. To see more details about an Objective including any associated actions, click the arrow
next to the objective title this will open and close the details.

@ Michael Brown

Objective overview (as of 12/09/2024) VMENU C & @

Title + Type + Status * Start date =  Completion date = Rating + Objective linked to = Actions
> Share Good Practice 3-Team In progress 14/10/2024 3”??5253 Share Good Practice 0
v @ Process Review 3-Team In progress 14/10/2024 310872025 Process Review 2
(Target)
Description

To undertake a process of continuous review to ensure administrative procedures are as efficient as possible. Reviews are made annually, and then every 6 months. Regularly reviewed at menthly School Manager meetings. If specific issues
arise that require attention, we arrange to meet as a group of school managers outside of the monthly meetings.

Actions

Title Description Actual start date Target end date Actual end date
Review and Update S0P Documents Ensure Standard Operating Procedure documents are consistent and accurate. 16/10/2024 31/12/2024

Feedback From Colleagues Obtain feedback from colleagues about the current processes 21/10/2024 31/12/2024

5. To edit an objective, click on the objective title which will take you to the Objective details
page. Make your changes and click Save. See also steps 3-6 of the Marking an Objective
as Complete section of this guide. To return to the Overview click the “Objective overview”
link in the top left-hand corner of the Objective details page.

6. To add a new objective, click the Add objective button and follow steps 7-8 of the Adding
New Obijectives section of this guide.

7. To edit an action, click on the action title which will take you to the Action details page.
Make your changes and click Save. To return to the Overview click the “Objective overview”
link in the top left-hand corner of the Action details page.
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To add a new action, click the Add action button, enter the details and click Save. To
return to the Overview click the “Objective overview” link in the top left-hand corner of the
Action details page.
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Personal Development and Performance Reviews/Appraisals (Pre-
September 2024)

The University of Huddersfield’s appraisals or Personal Development and Performance Review
(PDPR) process is an opportunity to meet with your team on an individual basis to discuss their
performance, and how their personal and professional could be supported over the next 12
months.

Management of the PDPR process is carried out via iTrent and you should ensure that you arrange
a PDPR meeting for each team member every year with a short mid-year review around 6 months
later.

Further details about the role of the line manager (reviewer) and what support is available to you
can be found on the PDPR webpage.

PDPR lifecycles

Please note that lifecycles can no longer be attached to conduct PDPRs and instead this has been
replaced with the new review form functionality, for more information see this section of this guide.
The instructions below should only be followed for PDPR reviews which have already been
attached and are in-progress.

Prior to Meeting - Reviewing PDPR Form

You will receive an automated email once your reportee has completed their sections of the PDPR
form. When you receive this email, you should sign in to iTrent and review their form and
objectives and prepare for your meeting. To do this, you should follow the steps below:

1. Signinto iTrent and click on the “My Staff” button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will
open the summary page for that person.

2. Inthe “Links” section, click on the “PDPR” button to expand this section.
3. Click on the “Complete PDPR” option.
LINKS

> Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR

> Obijectives ~ PDPR (pre September 2024)
B

4 PDPR Webpage Complete PDFR I View/update objectives

4. Alist of their PDPR lifecycles (including completed PDPR lifecycles) will appear on the left-
hand side of the screen.
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https://staff.hud.ac.uk/hr/pod/pdpr/

~ People

[Brown ][Surname V] Q +

Results 1 Person
Select all

&' Michael Brown

~ Performance life cycles

Current v

PDPR Professional Services

Select the correct lifecycle from this list and the PDPR lifecycle will be displayed.

5. You will see that the “Reviewee to complete PDPR ahead of meeting” section of the form
is ticked to indicate that it has been completed. Clicking on this will take you to this section
of the form.

Personal Development and Performance
Review

~ (9 Annual PDPR Review

Reviewee to complete PDPR
ahead of meeting

Reviewer to complete PDPR after
meeting

6. The PDPR form is made up of three sections:

¢ Looking Back - to be completed by the reviewee before the PDPR meeting takes place.

e Looking Forward - to be completed by the reviewee before the PDPR meeting takes
place.

e Reviewer comments - to be completed by the reviewer during or after your PDPR
meeting has taken place.

Use the drop-down menu to select the “Looking Back” and “Looking Forward” sections to

review the comments.
>

Ssummary
Looking Back

Looking Forward
Reviewer Comments
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Following Meeting - Adding Your Comments

Once the PDPR meeting with the reportee has been completed, you should update the PDPR
lifecycle with your comments. To do this, follow the steps below:

1. Signinto iTrent and click on the “My Staff” button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will
open the summary page for that person.

2. Inthe “Links” section, click on the “PDPR” button to expand this section.

3. Click on the “Complete PDPR” option.

LINKS

> Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR

> Objectives ~ PDPR (pre September 2024)
B
4 PDPR Webpage Complete PDPR View/update objectives

4. A list of their PDPR lifecycles (including completed PDPR lifecycles) will appear on the left-
hand side of the screen.

~ People
(BFCIWH J[Surname V] Q +

Results 1 Person
Select all

:&' Michael Brown

~ Performance life cycles

PDPR Professional Services

Select the correct lifecycle from this list and the PDPR lifecycle will be displayed.

5. Click on “Reviewer to complete PDPR after meeting”

Personal Development and Performance
Review

~ (9 Annual PDPR Review

Reviewee to complete PDPR
ahead of meeting

Reviewer to complete PDPR after
meeting
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6. Click the Start button, this will take you to the first page of the PDPR form.

7. Use the drop-down menu to select the “Reviewer comments” section.

CEED

Summary
Looking Back

Looking Forward
Reviewer Comments

8. You will see that the reviewer's comments are shown on the left-hand side of the page with
a free-type field on the right-hand side for your own comments. Add your comments in
these fields for each section.

1. Looking back

Please note the reviewee comments are displayed as read only on the left hand side
below. Please add your own comments to the right.

Please provide a summary of how well you feel the last 12 Please provide a summary of how well you feel the last 12
months have gone. Please include any achievements over  months have gone. Where applicable please include any
and above your objectives in this section. ® achievements over and above your reviewee's objectives

in this section.

| feel that the |last 12 months have gone very
well. | have achieved the main objectives set
in my previous PDPR and have now enrolled
lLon the course to obtain an ICDL

9. Inthe “3. Performance (Looking forward)” section, you can add any new objectives that
you agreed with your reportee during the PDPR review meeting. NB: This includes the
reviewees proposed objectives, which might need amending. To do this, complete the
Objectives form and click the Add button.
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Objective

Type | Personal V|

Objective title | Update Customer forms |

Objective type ‘ 3-Team V‘

We need to update
Description | the forms that are
issued to customers. ¥

Target start date | 04/11/2022 N=
Target completion date |D4f11f2023 | ™
Objective Title | L Q

NB: The Type field (shown in the blue square) should be set to “Personal”, and the second
Objective Title field (shown in the orange square) should be left blank

10. After clicking the Add button, the objective will be added to this section.

Objective title Objective type

Update Customer forms 3-Team

11. Complete the reviewer comments section of the PDPR form and add the date that the
meeting took place.

8. Next steps

Date of review meeting [O4f1 1!2022] ] ® E

NOTE: You are not expected to complete section “7. Talent” until the 2022 PDPR cycle
and once you have completed relevant training.

12. Click the Save button at the bottom of the page to save your work.
13. Click on the Summary button to be taken back to the PDPR summary page.
14. Click on the Submit button. This will update the PDPR Lifecycle and send an automated

email to your Reportee informing them that you have added your comments for them to
review. Any Objectives you added will also be added to their Current objectives.

Mid-Year Review

After 6 months has passed you should hold a short mid-year review meeting with your reportees.
This is intended as a catch up and does not need to be as in depth as the annual review meeting.
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As this meeting approaches, your reportees will receive an automated email asking them to sign in
to MyHR and complete the mid-year review meeting form in preparation for this PDPR meeting.
Once they have done so, you will receive an automated email informing you of this and you should
sign in to iTrent to review their comments. To do this, you should follow the steps below:

1. Signinto iTrent and click on the “My Staff” button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will
open the summary page for that person.

2. Inthe “Links” section, click on the “PDPR” button to expand this section.
3. Click on the “Complete PDPR” option.
LINKS

> Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR

? Objectives v PDPR (pre September 2024)

Bl w

4 PDPR Webpage Complete PDPR View/update objectives

4. A list of their PDPR lifecycles (including completed PDPR lifecycles) will appear on the left-
hand side of the screen.

~ People

(Brown  J(Surname v) & +

Results 1 Person
Select all

|&| Michael Brown

~ Performance life cycles

PDPR Professional Services

Select the correct lifecycle from this list and the PDPR lifecycle will be displayed.

5. You will see that the “Reviewee to complete PDPR ahead of meeting” for the Mid-Year
review section of the form is ticked to indicate that it has been completed. Clicking on this
will take you to this section of the form.
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Personal Development and Performance
Review

v & Annual PDPR Review

0 Reviewee to complete PDPR
ahead of meeting

Reviewer to complete PDPR after

meeting

v ® Mid Year Review

0 Reviewee to complete PDPR
ahead of meeting

Reviewer to complete PDPR after

meeting

6. Use the drop-down menu to select the Mid Year Review section to review the comments.

D

Summary
Mid Year Review

[ Reviewer Comments

7. Once you have completed the PDPR meeting, you should update the Reviewer comments
page in the same way as described in the Adding your Comments section of this guide.

Objectives

Reviewing objectives

You can use iTrent to review your reportee’s current and completed objectives at any time of the
year and if required add a comment/note on the progress so far. To do this, you should follow the
steps below:

1. SignintoiTrent and click on the “My Staff” button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will
open the summary page for that person.

2. Inthe “Links” section, click on the “PDPR” button to expand this section.

3. Click on the “View/Update objectives” option.
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LINKS

> Personal Details > Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR

> Objectives ~ PDPR (pre September 2024)

El w

[ PDPR Webpage Complete PDFR View/update objectives I

4. Your reportee’s current objectives will then be listed on the left-hand side of the screen. If
your Reportee does not have any current objectives, you will be taken to the New
Objective Details Page.

~ People :
(Brown  )(surname v) Q +

Results 1 Person
Select all

I&J Michael Brown

~ Objectives :

Obtain ICDL

To review completed objectives, change the drop-down option for the filter from “Current” to
“Completed” as shown in the image below:

~ Objectives

Completed v

5. Click on the objective in this list to open the objective details page.
6. If required, you can add a comment to the “Additional information” field.

7. If you have added a comment, you can save this by clicking on the Save button.

Marking Objectives as Complete

Once a reportee has achieved their objective you should mark this as complete in iTrent. This can
be done at any time throughout the PDPR lifecycle, but you may choose to do this as part of the
review process.

Objectives should be specific to the lifecycle in which it was set, if an objective was not met, or was
partially met, during the PDPR lifecycle, it should be ended and re-added (if required) in the next
PDPR lifecycle.
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To mark an objective as complete, you should follow the steps below:

7. Signinto iTrent and click on the “My Staff” button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will
open the summary page for that person.

8. In the “Links” section, click on the “PDPR” button to expand this section.
9. Click on the “View/Update objectives” option.

LINKS

_ > Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR

>  Objectives ~ PDPR (pre September 2024)

El w

4 PDPR Webpage Complete PDFR [Viewfupda‘[e objectives I

4. Your reportee’s current objectives will then be listed on the left-hand side of the screen.

~ People
[Brown ][Sumame V] Q +

Results 1 Person
Select all

& Michael Brown

- Objectives

Obtain ICDL

5. Click on the objective in this list to open the objective details page.
10. If required, you can add a comment to the Additional information field.
11. Add the completion date to the Completion Date field.

12. Select the appropriate value from the Objective rating field:

Objective rating | v|
Position 0-Objective removed/amended
1-Not met objective
Linked to  2-Partially met objective
3-Met objective

Objective Rating
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0 — Objective removed/amended

1-Not met objective

2-Partially met objective

3-Met objective

It is important that PDPR objectives are marked as completed, as failing to do so will hinder
your ability to accurately monitor your reportee’s performance in relation to the objectives
set during the PDPR process.

This option should be used if the objective (or the objective
as it was set) is no longer relevant. For example, if the
objective related to a specific project which is no longer
taking place.

This option should be used if an objective was not met
during the PDPR lifecycle. In this case, the objective should
be set again if it is still relevant.

This option should be used if an objective has been partially
met. For example, if an objective had several elements to it,
some of which have been met, but not all. In this case, the
elements of the objective that have still not been met may
be set as a new objective as part of the next PDPR lifecycle.
This rating should be selected if an objective has been
completed in its entirety.

13. Click the Save button and the objective will be added to the objective summary page.

Adding New Objectives

You can use iTrent to add new objectives for your reportees. This should be done if an objective
from the previous PDPR lifecycle was not met and needs to be re-added for the following year.

To do this you should follow the steps below:

1. Signinto iTrent and click on the “My Staff” button on the iTrent home page and search for
the staff member as described in the Searching My Staff section of this guide. This will

open the summary page for that person.

2. Inthe “Links” section, click on the “PDPR” button to expand this section.

3. Click on the “View/Update objectives” option.

> Personal Details

> Objectives

Bl m

4 PDPR Webpage

11. Your reportee’s current objectives will then be listed on the left-hand side of the screen. If
your reportee does not have any current objectives, this will open the New Objective Details
page and you can proceed to step 7. If they do have current objectives, these will be listed

> Sickness Absences > Holidays/Flexi Leave > Working Pattern > PDPR

~ PDPR (pre September 2024)

Complete PDPR

View/update objectives

on the left-hand side of the screen.

September 2024
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- People :
[BI’CIWI'] ][Surname V) Q +

Results 1 Person
Selectall

@ Michael Brown

~ Objectives :

Current b

Obtain ICDL

5. Select one of the current objectives from the list. This will open the Objective details page
for that objective.

6. Click on the New button at the bottom of the Objective details page. This will open a
blank New Objective details page.

7. Tick the Personal Objective box and fill in the form as in the screenshot below:

Objective details New v MENU C &

Personal objective

Objective title* |Update customer forms |

1-University
Type* 2-School/Service

4-Personal M

Attachment date* [04/11/2022 I=]

customers, over the =
next 6 months |
Description | would like you to
take the lead on this
project

Additional information

Target completion date |404/‘WZUB | ﬂ

Start date [04.{'\1;’2022 ] ﬂ

Completion date | | E

Objective rating method | Rating v|

Objective rating | V|

Position | <All> V|

Linked to | | Q o

8. Click the Save button and the objective will be added to the list of current objectives.
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~ People

JGurnzme V) Q +

[Brown

Results 1 Person

Select all
Name % Unit =
& Michael Brown  HRRIS-Reward & Infol
-
~ Objectives i

Current v

Objective title & Code » Type

1CD]

Update customer forms
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