
Increase/Decrease Working Hours and weeks per Year 

Complete ‘Change in hours/weeks’ online form (formerly 

known as Workforce Change form) Manager 

People and 

Organisation 

HR Service 

Centre 

Approved requests will be collated, and details will be 

forwarded to the HR Service Centre on a weekly basis to 

implement the changes 

 HRSC process the approved request – contacting Manager 

to obtain any further information and confirm that the request 

has been processed 


