


Resource Attachment:


Supporting Information
A learning need was identifed within the the Service following the introduction of a new HR system, where staff would be able to book annual leave and manage expenses online. Due to the legal requiement to take annual leave it was felt that a resource to inform staff of how to do this would have the largest impact across the Service. 
This learning resource will be accessible via the ‘Further information and documents’ button within the Software Systems page of the ‘@Work’ intranet site across Mid and West Wales Fire and Rescue Service and will be shared via email as part of the communication strategy, and sit alongside a suite of resources for using the system. 
Having considered that the ‘Software Systems’ page received the second highest number of daily hits, it was felt that the resource would effectively deliver ‘point-of-need’ support for staff when booking leave via the new Portal system.
This resource has been designed using the Canva online software package. No funding was required for the creation of the resource, apart from the time to create, making it a feasible option for use across the Service.
The resource utilises a range of methods to illustrate how to book annual leave within the new CoreHR system and the QR code enables users to engage with the material, following the step by step guide at the point of need.
In order to effectively evaluate the success of this resource, the number of queries received via the HR Service Support Desk will be monitored. A reduction in the number of queries regarding the booking of leave on the new portal will suggest that the resource has been effective in eliminating the learning need within the Service. 
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