STEP 1 INSTRUCTIONS

Hover over the button in the top left corner for more information
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A manager/supervisor may also select a
delegate to manage the case in their

absence

Manager/Supervisor Name

Delegate

Manager/Supervisor Email

Delegate Emall

Manager/Supervisor Contact Number:
(work)
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Role of the Human Resources Business
Partner
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Selecting the HRBP
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Initial Alert to HRBP Team
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Sample Automated Email

From: itrac@fcicanada.com <itrac@fcicanada.com>
Sent: Monday, September 24, 2018 10:20 AM

To: HRBPT
Subject: Be at Work Case File #0369 033 Ministry #

A file has been created for Employee Name as he/she has

been entered into the Be At Work program. Please visit
PSC Client, Be At Work portal to view details.

Case Delegate: No Delegate Selected
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	Hover for details: 
	Pop-up 1: Once you click “Start,” the wizard will automatically bring you to Step 1 - “Identification Information”. 

1. - After you choose an employee from the “Select Employee” drop down box, (as identified as number 1) information  pertaining to this employee will automatically populate from the data stored in Midas.

2. - All items pulled in from the “Select Employee” information cannot be edited. You can, however, add the employee’s personal email address as shown in the area marked number 2.  This is recommended, especially if the employee is absent from work, giving you and all stakeholders in the process up to date home email address, which will be vital in communicating with the employee.

3. - The are marked number 3 relates to the HRBPT drop down box.  We will provide further information regarding this section shortly.
	Hover for details 2: 
	Pop-up 2: We know that from time to time, a manager/supervisor may plan to be away, or a supervisor’s manager manages the accommodation process on behalf of the supervisor’s direct employees. To accommodate these situations, you as the employee’s direct supervisor can delegate the management of your employee’s accommodation to your manager.

When you delegate the accommodation process to your supervisor, you will need to inform your supervisor that you have taken this action.

You will still receive copies of any automated emails generated by the application related to your employee’s medical accommodation. You can also continue to access and or view your employee’s case file through the “Inquiries function of the application.
	Hover for details 3: 
	Pop-up 3: The Human Resource Business Partner (HRBP) plays an integral role in assisting the manager/supervisor in managing the accommodation request his/her employees. 

Some accommodations are straight forward and will not require a manager/supervisor to reach out to the HRBP for assistance. 

The application has been designed to determine when it is appropriate for a manager/supervisor to reach out to the HRBP. 
In these instances, the manager/ supervisor will be prompted to contact his/her HRBP.
Additionally, HRBP teams are alerted when a case has been created – this tutorial will explain more on the next few slides

To ensure any automated emails generated by the application are sent to the HRBP you are aligned to, it is important that you choose the correct HRBP Team in Step 1 of the application. Details regarding the portfolios of each HRBP Team are descried in the next slide.
	Hover for details 4: 
	Pop-up 4: The role of the HRBP starts when the manager/supervisor alerts the HRBP of a new case.  

RED ARROW: In Step 1, the manager will select a Human Resource Business Partner Team from the drop-down list. 

Below is a list and the ministries they serve:
·	HRBPT A – Executive Council; Finance; Public Service Commission
·	HRBPT B - Government Relations; Trade and Export Development
·	HRBPT C – Agency, Boards and Commissions; Energy and Resources; Justice Attorney General; Saskatchewan Public Safety Agency
·	HRBPT D – Corrections, Policing and Public Safety; Labour Relations and Workplace Safety
·	HRBPT E – Agriculture; Highways and Infrastructure
·	HRBPT F – Health; Enterprise Business Modernization Project 
·	HRBPT G – Advanced Education; Education; Social Services
·	HRBPT H – Environment; Parks, Culture and Sports
·	HRBPT I  -  Immigration and Career Training; Saskbuilds and Procurement
	Hover for details 5: 
	Pop-up 5: Green Arrow - Once the manager/supervisor selects the HRBPT aligned to their ministry, they select “Alert HRBPT of absence,” and an automated notification will be sent to the HRBPT advising them that a new case has been created. 

The automated notification is sent to the HRBPT mailbox. From there, the administrator/coordinator managing this mailbox will determine which HRBP is assigned to the employee based on the portfolio of each HRBP. 

This initial notification is provided to the HRBP to alert the HRBP of a new case. The HRBP will not act on this initial notification. Instructions on how to alert the HRBP of your need for assistance is provided in future steps.

Red Arrow - Once you have Alerted the HRBPT, save your information, and then proceed to Step 2 by hitting the Right “Next” Arrow.
	Pop-up 6: This is a sample of the initial alert email sent to the HRBP Team. Administrators/Coordinators of the HRBP Team will find these in the general inquiry mailbox. The emails are generated by itrac. For privacy reasons the email does not contain the employee’s name in the subject line.

From there, the HRBP Team Administrator/Coordinator identifies who the manager/supervisor’s HRBP is and redirects the email accordingly.

The HRBP will then visit the application to become familiar with the case information.
Remember that this is not a request for advice, only notification a new case has been entered under that HRBP’s portfolio.
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