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Introduction 

Sarah Darby – Deputy HR Director and Director of the 

Central Staff Hub

Charlotte Bowles – HR Operations and Service 

Improvement Manager



Examples of time savings 



Activity Volume System Est Time saving

Transferring BPAS 
documentation 

Over 10,000 personal 
files

Leapwork Over 1,000 hours

Manual pay uplift Over 1,000 employees Leapwork Over 65 hours

Non Student Casual 
requests/revisions and 
joiner data collection

Autumn term 24/25 
450+

Sharepoint
MS Form
Excel

Over 67 hours

PGT contract 
requests/revisions and 
joiner data collection

Autumn term 24/25 
1,500+

Sharepoint
MS Form
Excel

Over 225 hours

Anniversary 
Fellows/Chair file saving

Over 1,100 applications Leapwork Over 73 hours



PGT and casual contracts
Sharepoint and MS Forms



Excel collection for contract information

• Guidance or comments 

• Drop down boxes 

• Conditional formatting to highlight issues/flag focus

• Sums to calculate pay and holiday

• Formula to pull through contract paragraphs





Sharepoint area



Sharepoint area continued



• Powerautomate

• Team email

• Accuracy

• SLA’s

Contract Generation





Microsoft Forms

• Dropdowns

• Mandatory questions

• Follow on questions

• Reduction of duplication



Leapwork





Data for the flow in Excel



Video of a flow in action



Digital Skills



Digital Skills Passport



Digital skills library



Resources

• Google is your friend!

• Linked-In Learning

• Office 365

• Teams – record your meeting, transcribe and AI generate summary and action notes 
(Premium)

• Co-Pilot

Microsoft Resources:

• Microsoft Learning Pathways: Training | Microsoft Learn

• Microsoft Automation Beginner Resources: Power Automate Learning Resources | Power Automate Blog 
(microsoft.com)

• Microsoft Power Automate User Community: Microsoft Power Automate Community

• Microsoft Support: Microsoft - Power Automate Support

• Microsoft Power Automate: Get help with Power Automate - General Discussions

https://learn.microsoft.com/en-gb/training/browse/?products=power-automate&WT.mc_id=webupdates_GEP_PowerAutomate-web-wwl
https://powerautomate.microsoft.com/en-us/blog/power-automate-learning-resources/
https://powerautomate.microsoft.com/en-us/blog/power-automate-learning-resources/
https://techcommunity.microsoft.com/t5/power-apps-and-power-automate-in/bd-p/PowerAppFlow
https://make.powerautomate.com/support/?fromflowportal=true
https://community.powerplatform.com/forums/thread/?discussionforumid=4fcb3137-d00c-4cbc-9480-ec0efdf11140&page=1


Q&A
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