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You can request to have your normal working hours reduced on a temporary or permanent
basis. To do this, you are required to complete a flexible working application. This application
needs to be approved by your line manager before it comes to Personnel to process. You can
download the Flexible Working request form from the intranet (PER/FW/5/24) or you can ask
your manager for a form.

Once you have completed the form, you need to send your request via Oracle Fusion for
approval.

On Oracle Fusion click “Me” then “Personal Information”.
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Click on “Document Records”.

@ Personal Details Identification Info

Contact nfo . Farmily and Emergency

Details about yourself, such as name,
date of birth, marital status, and
national identifier.

Document Records

Manage your document records and
associated attachments, such as birth
and marriage certificates, awards, and
recognition.

Click “Add”.

Category Last Updated Type Filters

View and edit your passport, driver
license, visa, and citizenship info.

Employment Info

Details about your assignment, such
as legal employer, business unit,
department, and location.

|:—|-Add

| Download |

Add or update ways you can be
reached, such as phone, email, and
address.

Additional Assignment Info

View more details about your
assignment.

Clear (2)

Add family and friends to contact in
case of emergency.




Select “Change of Hours”.

e New Document Record | cancel |

| Document Type

Name ¢ Country £ Category ¢ Subcategory £
SLC Career Break United Kingdom Employment

SLC Change of Hours United Kingdom Employment

SLC Enhanced Leave United Kingdom Absence

SLC Excess Travel United Kingdom Employment

SLC Paid Employment Qutwith SLC United Kingdom Personal information

SLC Shared Parental Leave United Kingdom Absence

Fill out the relevant information on the screen.

e New Document Record | cancel

SLC Change of Hours

Document Type ‘

Country Category
United Kingdom Employment
Description

Application form for Change of Hours/Flexible Working

Business Title . Name [ issuedon =
604239.Staff Development Officer Sandra 03-Jul-2025 E

Application Type
Flexible Working

Please attach relevant application form

As discussed at my 1 to 1, | am applying for flexible working hours. | have completed an application and uploaded
a copy here.|
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Next, select Drag and Drop to upload your completed Flexible Working Application.

el New Document Record ancel |

Drag and Drop

When you have completed, select Submit.

Ne§ New Document Record [ cancar |

Application form for Change of Hours/Flexible Working

Business. Title Name
604239 Staff Development Officer Sandr

Issued On
03-Jul-2025

‘ Application Ty Please attach relevant application form

ype
Flexible Working

As discussed at my 1 to 1, | am applying for flexible working hours. | have completed an application and uploaded
a copy here.
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Attachments

Drag and Drop

Select or drop files here.

URL H Add URL ‘

PER_FW_5_24__ Sandra.docx

= -Jul- 4
D 3854 KB Last updated on 03-Jul-2025 & ﬂ

If you need this information in another language or format, please contact us to discuss
how we can best meet your needs. Phone 0303 123 1015 or email
equalities@southlanarkshire.qov.uk.
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