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Request for Your HR Delegated User Form 

Prior to considering having a delegated user, Your HR offers some new 
methods of manager self-service that our previous system could not provide. 
Please see the below options: 

 
1. Task redirection – A user can redirect individual tasks from their To Do list to a manager of 

equal or higher status. This can be done by selecting the tasks and choosing the option to 
redirect from the options that appear. This allows you flexibility to redirect to different managers 
depending on the type of task you have received; 

 
2. Workflow Redirection – A manager has the ability to redirect ALL of their tasks for ALL of 

their direct reports to a designated manager of equal or higher status. This can either be for a 
temporary or open period of time and can be set up directly from your people manager account. 
This would be the preferred option when you know you will not be at work for a period of time 
(e.g. annual leave); 

 

3. Delegated User – This option would only be used if you require someone to make employment 
changes to your direct reports. The user would see only be able to see your direct reports (one 
level down) and would automatically receive all of your tasks as a workflow redirection is 
required for delegation to work. If this is still the preferred option then please see below the 
criteria to be granted a delegated user. 

 
Requests to appoint a delegated user for Your HR People Manager may be made for posts at Director 
level or above. It is important that the information is provided as quickly as possible to ensure that 
employees are given access to the system in a timely manner in order that they may undertake the 
employee transactions that are required of them. 

 
● In exceptional circumstances, a case for a manager level user with delegated entry status may 

be made for managers below Director level. Requests will only be considered where the 
manager has 10 or more direct reports. 

● The case justifying the request must be made on the form by the Director. The request must be 
submitted by the Director and will not be actioned without this approval. 

● Authorised delegated users will have their access limited to the manager’s direct reports. 
● Delegated access is built on the positions directly reporting to your position; if there are any 

changes to this (i.e. a new position is added) then we will need to be informed otherwise the 
delegated user will not be able to see anyone in that position; 

● Important note - When a delegated user makes their own request, the manager would have to 
disable the workflow redirection to receive and action the task from their delegated user. 
Remembering to enable the workflow redirection when the process is complete to reinstate the 
delegated access. Warning - In the time when the redirection is disabled, any tasks will go 
directly to the manager and will need to be manually redirected to the delegate. If the workflow 
is not disabled then the delegated user will receive and be able to action their own 
requests; 

● Managers are not permitted to have more than one delegated user. 
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To submit the completed form, please complete and return along with a signed confidentiality form 
from the delegated user (copy at end of form) via email to hrsystems@warwickshire.gov.uk. 

 

Manager’s Details (all fields are mandatory) 
 

Name of Manager Requesting Delegated Entry: Click here to enter text. 

Personal reference Number: Click here to enter text. 

Group: Click here to enter text. 

Service: Click here to enter text. 

Number of Direct Reports: (min 10) Click here to enter text. 

 
Delegated Users Details (all fields are mandatory) 

 

Name of delegated user: Click here to enter text. 

Personal reference Number: Click here to enter text. 

Level of Access (Sickness Only or All): Click here to enter text. 

 
* Sickness Only - allows the user to input sickness absence and annual leave entitlements only. 
* All – this allows the user full access to the managers direct reports; 

 

Note: The request must be approved and submitted by the Director if delegated access is required 
for a manager below Director level. 

 
Manager’s Declaration 

 

I confirm that I am the manager requesting a delegated user and I believe I meet the criteria outlined. I 
understand that it is a disciplinary offence to knowingly give false information. 

Job Title:  Click here to enter text. 

Name of Director:  Click here to enter text. 

Manager signature:  Click here to enter text. Date:  Click here to enter text. 

 
 

Director Declaration 

mailto:hrsystems@warwickshire.gov.uk
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I confirm I authorise the manager’s request for a delegated user. 

Name of Service:  Click here to enter text. 

Print full name: Click here to enter text. 

Signature:  Click here to enter text. Date:  Click here to enter text. 

 

Note:  incomplete forms or forms completed incorrectly will be returned to the submitter. 
 

_ _ 
 

For further information or support please refer to Your HR on the intranet or contact via 
HR Service Desk or phone on 01926 738444 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Resources Group 
 

Sarah Duxbury 

https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flive.hornbill.com%2Fwcc%2Finternal-lib%2Flogin%2Fhtml%2Findex.html%3FrelayState%3Dhttps%253A%252F%252Flive.hornbill.com%252Fwcc%252Finternal%252Fhome%252F&data=04%7C01%7Cjanicegillmore-caley%40warwickshire.gov.uk%7Ca735863167524a8d024008d968a78e21%7C88b0aa0659274bbba89389cc2713ac82%7C0%7C0%7C637655891112171450%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=N5XGJJoC2jFbaUoqRTC2aUD7pbcfl7%2Furk1%2F4MxOxA8%3D&reserved=0
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Interim Head of Human Resources and Organisational Development 
PO Box 9, Shire Hall 
Warwick 
CV34 4RR 
Tel: 01926 412704 
Fax: 01926 476603 
sarahduxbury@warwickshire.gov.uk 
www.warwickshire.gov.uk 

 
 
 

 
Dear user 

 
 

Confidentiality Agreement for HR Systems and Files 
 

All staff handling information must read, understand and agree to comply with the Information Compliance 

Policy of the Warwickshire County Council (the Council), including its associated standards and 

procedures, and complete the eLearning Information Compliance module WFW MR053 through WILMa. 

As a user of HR systems, including, but not limited to, the Human Resource Management System (HRMS), 
MHR iTrent (Your HR), Human Resources Employee Records (HRER) or Zendesk, (together referred to as 
HR Systems in this agreement) you must also read, understand and agree to comply with your obligations 
as set out in this confidentiality agreement by signing the duplicate copy and returning it for our records. 
This agreement does not replace your information responsibilities as set out in the Council’s overarching 
information governance but reinforces some of the core requirements in so far as access to the HR Systems 
is concerned. 

 
As a user of HR Systems you will routinely have access to confidential information which will be fundamental 
to the performance of HR activities. By signing this agreement you agree to ensure that any information you 
create, receive, hold or transmit through the HR Systems is handled securely and confidentially at all times. 

 
If you no longer require access to some or all of the HR Systems due to a change in your roles and 
responsibilities you must notify HR immediately so that your access can be revoked, 

 

You will need to take particular care that, if you demonstrate the system to new users who would not have 
the same access, you use training data created for this purpose and not real data on the development or 
live environments. If you require access to test systems please contact the HR Systems team 01926 738444 
or hrandpayroll@warwickshire.gov.uk. 

 
Confidentiality 

 

You must not: 
● share your password with others or write it down. 
● allow anyone else to use your account. 

● circumvent any permissions created on your account in order to gain unauthorised access. 
● leave your screen unlocked. 

mailto:sarahduxbury@warwickshire.gov.uk
http://www.warwickshire.gov.uk/
mailto:hrandpayroll@warwickshire.gov.uk
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● discuss any confidential information with or disclose any confidential information to others except in 
the performance of your normal work duties, as expressly authorised by the Council or as required 
by law. 

● use any confidential information to which you have had access at work for personal gain or benefit. 
∙ infringe the intellectual property rights of any third party in respect of the HR systems or software 

products, or cause or assist anyone else to do so. This means you that you must not use, adapt or 
copy the HR Systems or software products except in the performance of your normal work duties, 
and you must not disclose to any person confidential information about the HR Systems or 
proprietary software products licensed by the Council except in the performance of your normal work 
duties or unless expressly authorised by the Council or required by law. Continued use of these 
products is conditional upon the Council maintaining absolute confidentiality on all matters 
concerning them. 

∙  disclose to anyone outside the Council the proceedings of any committee meeting or the contents   of 

any document relating to the Council which in either case is regarded by the Council as confidential, 
unless required by law or expressly authorised to do so. 

● do anything else that may lead to a breach of confidentiality in using the HR Systems. 
 

Breaches of confidence that are prejudicial to the interests of the Council and/or its employees may be 

regarded as gross misconduct for which dismissal without notice is the usual consequence. 
 

The obligation of confidence continues to apply throughout the term of your employment (including any 
period after you no longer have access to the HR Systems) and after your employment with the Council 
ends. 

 

Data Protection 
 

The Council seeks to meet its obligations under the Data Protection Act 1998, the General Data Protection 
Regulation ((EU) 2016/679) and any national implementing laws, regulations and secondary legislation as 
amended or updated from time to time in the UK (together referred to as Data Protection Legislation) to 
achieve an appropriate balance between its resources, confidentiality, individuals’ rights to privacy and the 
purpose for which information is being held by:- 

 

∙ being transparent and fair in the way that the Council meets its obligations under Data Protection 
Legislation recognising the rights to privacy of individuals 

∙ ensuring that data is processed fairly and lawfully in a manner compatible with the purposes for 

which it was collected 
∙ ensuring that data held about individuals is accurate, relevant and subject to clear archiving and 

destruction purposes 
∙ ensuring that there are proper measures in place to protect security of the data 
∙ facilitating access to information where this does not prejudice the purpose for which the 

information is held or infringe rights to privacy 

∙ treating people justly and fairly whatever their age, religion, disability, gender, sexual orientation or 
ethnicity when dealing with requests for information 

∙ raising awareness through effective staff training 
∙ setting out clear procedures for responding to requests for information 
∙ setting out clear procedures for making a complaint and ensuring a prompt response. 
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Please be aware that, as a user of the systems, you can be personally liable for personal data breaches 
under Data Protection Legislation and can commit a criminal offence if you knowingly or recklessly obtain 
or disclose personal information without the Council’s consent to do so. 

 

I would be grateful if you would sign and return the confirmation on the enclosed copy of this letter by 
[DATE]. Please note that this confidentiality agreement comprises an addition to your terms and conditions 
of employment. Your remaining terms and conditions of employment remain unaffected. In the event of 
conflict between your existing terms and conditions of employment and this agreement, this agreement will 
take precedence. 

 
If you are in any doubt about the content of this agreement or require clarification please seek advice from 
HR. 

 
 

Yours sincerely, 
 

Sarah Duxbury 
Head of HR & Organisational Development (Resources Group) 

 
 

I have read this agreement and agree to comply with my obligations as set out within it. In particular, I 
undertake: 

● to comply with the Council’s Information Compliance Policy. 

● not to use or disclose any confidential information or data about individuals for any reason except in 
the performance of my normal work duties or unless I am authorised by the Council or required by 
law. I understand that this applies both during my period of employment and afterwards. 

● to keep all confidential and personal data securely in accordance with the policies of the Council. 
● Not to do anything that could infringe or that could cause or assist anyone else to infringe the 

intellectual property rights of any third party in respect of the HR Systems or software products. 
 

I understand that this agreement forms part of my terms and conditions of employment. 
 

Print Name: _ Team:  __   
 

Group:  __ _ 
 

Sign: ___ _ Date: _ _ 

 

Please email signed agreement to: hrsystems@warwickshire.gov.uk 

mailto:hrsystems@warwickshire.gov.uk
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