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Protocol – HR21


INTRODUCTION

HR21 is the Council’s Self Service module which allows you to view your personal information within the HR/Payroll system.  Some examples of this information being your address, emergency contact details, salary details, payslips, bank details and annual leave.  The system can be accessed by logging in to the EAC Intranet and selecting ‘HR21 Employee Self Service’. 

HR21 is used for the following purposes:

· To view the personal information held on you and the option to update it if necessary
· To view your payslip electronically
· To apply for Annual Leave and Flexi Leave (if applicable)
· To Approve/Decline Leave Requests (applicable for staff who have line management responsibilities)
· To view your Training Records

Before using HR21 for the first time you should read the HR21 Quick Start Guide which will instruct you on how to request login details if you are a new employee, and on the essential tasks that you must complete the first time you access the system.

To Update Personal Information

The only forms you have access to update in HR21 are the ‘Address’ and ‘Equal Opportunities’ forms.  These can be found in the HR menu, and can be amended by following the instructions in the HR21 Quick Start Guide.  If you do change your address in HR21, you must also complete a Change of Personal Details form as the HR team will also need to update the staff database and any manual records we hold.

To View Your Payslip & P60

Payslips will be available to view on HR21 for all contracted staff, and staff who hold both contracted and bank posts, however staff who are currently only Bank Register employees will continue to receive paper payslips which will be posted to their home address.  

Your payslip can be found in the Payroll menu, where a list of historical and current payslips are at the bottom of the form.  You can select and view the required payslip by following the instructions in the HR21 Quick Start Guide.

Your P60 will be added to the system by payroll, who will issue an email advising that they are available.  These can be viewed by selecting the Tools menu then the Report Output option.  Your P60 will be listed and you will be able to view it by selecting the ‘spyglass’ button at the end of the row.  Please ensure you print a copy of your P60 as it will only be held in the system for a short period of time.

It is good practice to periodically clear the items held in the Report Output screen.  All payslips previously viewed will be listed here and can be removed by selecting the red cross at the end of each row.  This will not delete the payslip from the system. You will be able to select it from the Payroll menu again if required.


To Request Annual Leave and Flexi Leave

A minimum of 7 days’ notice should be given to your line manager when requesting annual leave, unless there are exceptional circumstances.  The option to request annual leave and flexi leave, if applicable to the terms of your contract, can be found in the Leave menu, which will also give you the option to view details of your annual leave balance and annual leave history.  You should follow the instructions in the HR21 Quick Start Guide when requesting any type of leave.  If you have more than one contracted post you should log in to each record individually to request leave. 

The annual leave year is 1 January to 31 December.  All leave must be taken within the period 1 January of the year to which it relates and 31 January of the following year.  Any leave not taken by 31 January will be forfeited. When requesting current leave entitlement on HR21 for annual leave which won’t be taken until January of the following year, you must select the Annual Leave (Carry Forward) option from the dropdown menu.  If you have purchased Enhanced Annual Leave, you must select that option from the dropdown menu when requesting this leave, and this must be requested before any current annual leave entitlement in accordance with the Enhanced Annual Leave Policy.
 
Annual leave entitlement is based on completed years of recognised continuous service at the commencement of the leave year and details of this can be found in the Summary Term and Conditions of Employment.

For the main summer holiday period June-September inclusive, each line manager should request an indication of when individuals within their team hope to take their main annual leave, preferably at the beginning of each leave year, to allow them to manage staff holidays effectively.  Employees should never book holidays prior to approval of leave.

To Cancel Annual Leave

You can delete your request at any time whilst you are awaiting notification that it has been approved/declined.  The request will remain at the bottom of the Leave Application form until your manager takes action. You should follow the instructions in the HR21 Quick Start Guide to delete your request.

If your leave has already been approved by your manager, you can no longer delete it by yourself.  You should ensure that you discuss this with your line manager before emailing the HR Team at EALeisureHR@eastayrshireleisure.com requesting that the leave be deleted from the system.

To Approve/Decline Leave 

Staff who are responsible for approving/declining leave requests should follow the instructions in the HR21 Quick Start Guide.  This guide will also provide instructions on how to check that the leave requested doesn’t conflict with any type of leave already authorised within your section, and will also provide guidance on how to check the leave balances of staff that you have line management responsibilities for.

To View Training Records

A list of training courses that you have attended, including dates of attendance, or any training you have carried out through Learnpro can be found in the L&D menu, and selecting the History option.

Staff who have line management responsibilities will be able to access their staff’s training records individually by following the instructions in the HR21 Quick Start Guide.



For any issues that may occur when using HR21, please refer to the guidance given in the HR21 Quick Start Guide in the first instance.  If you still cannot resolve your issue, please contact the HR team at EALeisureHR@eastayrshireleisure.com
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