
Bank Holiday Adjustment  
for employees working fewer than 5 days per week 

 

 

From the Oracle Main Menu select 

LCC Manager Self-Service 

Or 

LCC Self-Service Administrator  

followed by  

Self-Service Other Payment Claims 
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You will now see the employees in 
your hierarchy.  Select the 

employee you wish to receive 
Bank Holiday Adjustment by 
clicking the "Action" button  

against that employee's name. 
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Click the button 

   
and select "Bank Holiday Adjustment Information" from the 

dropdown menu 
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Enter the details of the claim including: 

• The date worked 
• Whether the employee was due to work (normal rota) 
• How many hours they were rota'd to work 
• How many hours they actually worked 
• Whether it was a day or night shift 

Click 

  

Please note: the effective date will default to today's date.  If you are entering a claim at a point in the month where the claims 
deadline has already passed, you will need to change the effective date to the first day of the coming month. 

You can only select bank holidays occurring in the last three 
months.  If you need to submit older claims, contact the Human 

Resource, Payroll and Pension Service. 
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If you wish to submit another claim for the same employee, click 

  and repeat the process above. 

You can now see details of the claim 
you have submitted. 

Once you have submitted all the claims 
for this employee, click  
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You will now see a summary of all the claims you have entered for 
this employee.  You can save the claims for later or, if you wish to 

continue to submit the claims at this point, click 
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 If you wish to Update/View or Delete the claim you can do so by selecting the appropriate button. 

The claims will now show as 'Processed' and will have been submitted to the Human Resource and Payroll Service. 


