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   Essential Knowledge


DRAFT FLEXI-TIME WORKING POLICY

Introduction

Flexible working is available to all staff, whether permanent or temporary and whether they work full-time or part-time.  Flexi-time will be calculated on the individual member of staff’s normal hours of work and conditions of service.

It is essential that flexibility should be achieved without any detrimental effect on the overall efficiency of the organisation.  

Core Time

In order to ensure that there are periods in each day when staff are available to communicate with each other and the public, four hours each day are designated as core time.  These hours are 10 am to 12 noon and 2 pm to 4 pm.  During these hours, all staff must be present, unless they have permission to be away or work part-time and these are not part of their contracted hours.

Flexible Bands

The hours at the beginning and end of each working day are called the flexible bands.  These hours are 8 am to 10 am and 4 pm to 6 pm.  Staff are free to arrive for work at any time during the morning flexible band and leave at any time during the afternoon flexible band, subject to approval and the need to maintain adequate staffing during these times.

The period between 12 noon and 2 pm is the flexible lunch break.  Staff must take a minimum half-hour lunch break during this period and may choose to take longer, up to the maximum of two hours, subject to the need to maintain adequate staffing.

Accounting Periods

The standard accounting period is the calendar month.  At the end of each month, staff should calculate the number of hours actually worked (not including lunch breaks) and compare this with the number of hours required to be worked under their terms and conditions of service.  The difference between these two figures should be carried over to the next month as either a credit (if more hours than required have been worked) or a debit (if fewer hours than required have been worked).

Staff who build up sufficient credit may take credit leave, in whole or half days, to use up the excess hours.  Credit leave is separate from annual leave.  A half-day credit leave must not impinge on more than one core period.  That is to say, if a half-day’s leave is taken in the morning, the member of staff should arrive for work some time between 12 noon and 2 pm; if the half day leave is taken in the afternoon, the member of staff should leave any time between 12 noon and 2 pm.

Limits

It would not be advisable for staff to continue to build up either debits or credits over long periods of time and so certain limits are in place.  The maximum number of credit hours that may be carried over from one period to the next is 15 hours.  The maximum number of debit hours that may be carried over is 15 hours.  

Once the credit limit has been reached, staff must take credit leave or forfeit the excess hours.  Staff must not allow their debit hours to reach the 15 hour limit without making plans to reduce the number of debit hours.

There is also a limit of two days on the amount of credit leave that can be taken in any one month.

Time Recording

It is essential for the proper working of this flexi-time procedure that all members of staff keep a careful record of the time they actually work.  These records will be checked at random by line managers to ensure that the procedure is not being abused.  Any abuse of the procedure will be regarded as a disciplinary offence and dealt with under the company's disciplinary procedure.

If a member of staff works away from the office and, for example, travels to an assignment directly from home, the starting time should be recorded as the time of leaving home plus the normal average travel to work time.  Similarly, if a member of staff working away from the office goes directly home at the end of the day without returning to the office, the finishing time should be recorded as the time of arriving home less the normal average travelling time.

A member of staff involved in an all day meeting or training course where the actual time involved is less than a standard day will be credited with the number of hours in a standard day if it is not practical for him or her to return to the office.  If the meeting or course lasts longer than a standard day, they will be credited with the actual hours, not including free time, subject to the approval of the line manager.  

Annual leave and sickness absence should be recorded as standard days and credit within the flexi-time procedure will be given for these absences.  

Hospital or dental appointments should normally be arranged outside core working hours. If this is not possible, credit for appointments taken during core hours may be given at the line manager’s discretion.  

Part-time staff whose contracted hours normally fall outside core time and who, in taking flexi-time, do not attend on a given day, must inform their line manager or supervisor that they will not be at their place of work and that they are taking flexi-time.  This will ensure that managers and supervisors can distinguish between flexi-time and other types of leave of absence.

Leaving The Organisation

When a member of staff is leaving the organisation, they should plan to reduce the flexi credit or debit time to zero before leaving.  If it appears that this will not be possible, the member of staff should discuss the situation with the line manager as soon as possible.  If flexi-time is in credit when the member of staff leaves, the entitlement will be lost.  If flexi-time is in debit, action may be taken to reduce the final salary payment on a pro rata basis.

Exceptions

All exceptions to the flexi-time procedure are at the discretion of the line manager.  Sympathetic consideration will be given to members of staff who have built up the maximum amount of credit and are unable to take credit leave that month if, for example, they are absent due to ill-health towards the end of the month.  Similarly, staff who have built up the maximum amount of debit and are unable to make up the time before the end of the month for exceptional reasons will be treated sympathetically.  However, staff are discouraged from remaining in continuous debit for a prolonged period.

Modifications

In order to maintain family-friendly working hours, staff may apply to have different core times and flexible bands applied to them so that they can integrate their working times and domestic responsibilities.  Such applications will be considered by the line manager who will decide whether working in different core times allows the needs of the service to be met.












http://www.i-FM.net/essential-knowledge

[image: image1.png]