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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 
would need 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/5/17) 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”.  
 

 

Click on “Document Records”.  

 

Click “Add”. 



 

Select “Change of Hours” 

 

Fill out the relevant information and attach the completed flexible working form. 



 

Once complete click “Submit”. 

 

 

 

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.gov.uk. 
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