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How to apply for a career break



Employees looking to submit a career break application should complete the online form 
which can be found by creating a new document of record on Oracle Fusion.  

The workflow will be as follows: 

• Employee submits document of record requesting career break.
• Manager receives document of record for approval.
• Once approved document of record is then sent to personnel services for processing.
• Once personnel have processed the request, employee will receive notification to

confirm the task has been processed.

To access “Document Records”, select the “Me” tab then “Personal Information. 



 
On the “Personal Info” screen, select “Document Records”. 
 

 
To create a Career Break Document of Record, select “add”. 
  



 

 
The screen above will appear. For “Document Type”, open the drop-down menu and select 
“SLC Career Break”. 
 

 
The screen above will be generated. Please complete the sections which are highlighted in 
red. (Please note the fields highlighted in blue do not need completed when requesting a 
career break). This section only needs to be completed if you are changing your return to 
work date. 
 
 



 
Once you have submitted your document of record for manager approval, you will be 
brought back to the screen above which will show the most recent addition with an alert to 
confirm your changes have been submitted for approval. 
 
If you would like to check on the status of your career break request, you can access your 
document records as shown previously (“Me” tab > “Personal Information” > “Document 
Record”).   

Once you have completed the relevant fields (see above) and ready to submit your 
application for your line manager’s approval, click “submit”.  

Note – There is also an option to add an attachment to the document of record if required 
however this is not necessary. 



 
If you have an existing document of record in the approval process the alert above will show. 
Click on the blue link to view. 
 

 
The screen above will show which confirms the details of the document record. To view the 
approvers section, click on the blue “Show Detail” link which will show you which stage in the 
process your request is at. 
 



The approvers section will show and confirm the following – 

Who submitted the request? (Most likely to be your own name unless line manager has 
submitted request on your behalf) 

Who the request has been approved by? (Most likely to be your line managers name) 

Who your request has been assigned to for processing? (This may show various names until 
your request has been “claimed” by a personnel team member for processing) 

Once your requested has been processed by personnel services you will receive a 
notification through Oracle Fusion confirming your document of record has been approved. 
(See above) 

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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