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1.1

1.2

2.1

2.2

2.1

INTRODUCTION

This organisation, being an employer committed to the principles of work/life
balance, recognises that, as one of a range of options, a flexi time arrangement
may give staff some discretion as to their starting and finishing times each day.

Staff will on the whole, have a greater freedom to plan their activities around
their workload, responsibilities and commitments, both in and out of work.
Nevertheless, it is an overriding principle of the scheme that no less a standard
of service should be maintained than is presently provided and therefore staff will
need to be flexible at all times in their response to the demands of their jobs,
particularly on those occasions when the operational requirements of the service
have to take precedence.

PARTICIPATION IN THE SCHEME

The scheme is designed for NHS Dumfries and Galloway staff; however it may
not be feasible for all services or every individual in a particular service, to
participate in the scheme. Participation is not a contractual right. The standard
working day must be covered at all times and staff may be required on occasion to
restrict their flexi time arrangements so as to ensure full service provision.

An individual or a collective group of staff in a particular service can request that
a flexi time system be introduced or reviewed. A request for this will only be
considered once every 12 months.

Similarly the Service Manager* can review flexi time practices to ensure service
needs are met. A review may be carried out as required for the effective running of
the service. Best practice would be to determine, with staff involvement, the most
suitable arrangement to meet the service needs.

* For example, the Director, General Manager, Locality Manager, etc., as agreed by that service.

Where the term line manager is used in this policy, this can be substituted for ‘or other appropriate
manager’.

BASIC PRINCIPLES

The basic principle of this policy is that employees can work their hours flexibly,
without having to adhere to a specified start, finish and lunch time each working
day. The intention is that working times are managed so as not to require a full or
half day off during the accounting period, nor carry forward credit or debit at the
end of each accounting period.

If there is a service need for individuals to work additional hours, and this is
agreed in advance with the line manager, then time back can be taken at an
appropriate time as per Section 3.3.

The operation of the flexi time scheme must also observe the following basic
principles:
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(a) The level of service must not be reduced in any way through the operation of
flexi time;

(b) The needs of the service must always have priority over individual employee’s
flexibility;

(c) The line manager can require an employee to attend work at any time during
the standard working day;

(d) Minimum staffing levels should be agreed and must be adhered to.

2.2 ROLES AND RESPONSIBILITIES
2.2.1 Employees
¢ To recognise that with rights come responsibilities to act reasonably;
e To make use of the provisions of this policy fairly and reasonably; and
e To be prepared to agree solutions and working arrangements that take account
not only of their own needs, but also of the needs of colleagues and the service.
2.2.2 Employers (through Line Managers)
e To ensure fairness and consistency in the application of the provisions set out in
this policy;
e To give genuine consideration to all requests made under this policy and ensure
that no request is unreasonably refused;
2.2.3 Trade Union/Professional Organisation Representatives and their local
representatives
e To work in partnership with the Board to develop a local policy which meets or
exceeds the provisions set out within the PIN Policy;
¢ To support employees and the Board in ensuring fairness and consistency in the
application of the provisions set out in this policy.
3 OPERATION OF THE FLEXI-TIME SYSTEM
Any service operating the flexi time system will set out the following arrangements
in writing using the template in Appendix 2.
3.1 HOURS OF DUTY
Core working time for full time staff falls between [enter time] and [enter time] each
[enter days of week] with a minimum of 30 minutes and a maximum of [enter
number] hours for a lunch break, taken between [enter time] and [enter time].
For the purpose of calculating time off work, the standard working day for full time
staff is [enter number] hours starting at [enter time] and finishing at [enter time]
with [enter time] for a lunch break. (See 3.5)
Title: Flexi Time Policy Page 4 of 10
Date: September 2017
Version: 1.0

Author: PIN Model Flexible Working Policy

The only current version of this policy is on the intranet



3.2

3.3

3.4

3.5

Each member of staff will have some flexibility within agreed limits to work at times
of their choosing but all services must ensure that they have adequate staffing
levels during the working day.

The earliest start time is [enter time] and the latest finishing time is [enter time].
Staff will normally work their contracted hours between the hours of the earliest
start time and the latest finishing time and must be at work during core working
times. Working outside the earliest start time and the latest finishing time will only
count towards flexi time if authorised in advance by line management.

PERSONAL APPOINTMENTS

Members of staff making personal appointments are expected to ensure that
wherever possible these take place out-with core times.

On occasions it may be necessary to request these appointments during core
times. Where this is required these appointments must be approved in advance
by line management. Please also refer to the Special Leave Policy.

ACCOUNTING PERIOD

The accounting period will be determined by the service. Debit or credit up to
[enter number of hours] may be carried forward to the next accounting period.
During the accounting period either a whole day or two half days may be
requested as time off in lieu of credit accumulated or in anticipation of credit to be
accumulated during the accounting period. Authorisation for flexi leave is needed
in order that staffing levels can be maintained.

RECORD OF HOURS WORKED

Each employee will use an electronic system and/or appropriate documentation as
agreed to record their own time when starting and leaving work, including lunch
breaks. At the end of each [week/month] the flexi recording information should be
retained as agreed.

TREATMENT OF AUTHORISED ABSENCES

Full days of absences through sickness, annual leave and other leave of absence
with pay will be regarded as the standard day or shift length for that day. The
hours of authorised absence should be entered on return. Where an employee
works part of the day and then goes home sick or on other leave, the first part of
the day will be credited and the balance counted up to the standard finishing time
is recorded as authorised leave.

E.g. A full time employee starts work at 8.00am leaves at 10.00am through
sickness. The employee is credited with 2 hours at work plus 6 hours of sick leave.

Title: Flexi Time Policy Page 5 of 10
Date: September 2017

Version: 1.0

Author: PIN Model Flexible Working Policy

The only current version of this policy is on the intranet



3.5.1 ATTENDANCE AT COURSES

3.6.

Where business travel is required or attendance at a course is necessary and the
start or finish times are out-with the normal hours of duty, travel time will be
credited or debited as agreed, excluding the time taken for normal commuting to
and from work.

PART-TIME STAFF

This agreement will also apply to part-time staff with the relevant changes to
work times.

RESOLUTIONS OF DISAGREEMENTS

No request for flexi leave under this policy will be unreasonably withheld. Should a
disagreement arise, the individual has the right to raise a formal grievance. It

may be preferable in such circumstances, however, for the manager to seek
advice on resolving the matter from an appropriate member of the Workforce
Directorate and a Trade Union/or Professional Organisation representative.

MONITORING

This policy will be monitored, reviewed and evaluated by the Area Partnership
Forum or equivalent, taking into consideration legislative changes and
developments in good practice to ensure it meets the needs of all employees
whilst ensuring continuity of service delivery.
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APPENDIX 1 GLOSSARY OF TERMS

Accounting Period An accounting period will be either a four week period of a

Core Time

Flexible Hours

Flexible Leave

calendar month.

The pre-lunch period together with the post-lunch period during
which all employees must be at work.

The earliest start time and finish time should be confirmed by
Head of Service the periods during the morning, at lunch time and
at the end of the day when individuals are free to choose when
he/she arrives at or leaves work in conjunction with Line Manager
and dependant of the service needs.

(flexi-leave) The time taken in lieu of credit hours (with the prior
permission of appropriate Line Manager). Flexible leave will
normally be taken in half or full day periods or otherwise at the
discretion of the appropriate Line Manager.

Flexible Lunch Period - The time between the earliest permitted lunch break start and

the latest permitted lunch break finish. It should be noted that
There is a minimum lunch period determined by each service.
NOTE: The Working Time Regulations stipulate that a minimum
rest period has to be taken where the working day is longer than 6
hours. The minimum break allowed is confirmed as 30 minutes.

Maximum carryover of Hours — The maximum hours that an employee can carry over

Standard Hours

in credit or debit from one accounting period to the following
accounting period.

The number of recorded hours which should be achieved in each
accounting period.

Standard Working Day — The standard working day is defined as the contracted hours

Time Credit

Time Debit

Title: Flexi Time Policy
Date: September 2017
Version: 1.0

per week divided by the normal number of days worked per week.

The number of hours worked by an employee over and above the
standard working day.

The number of hours not worked by an employee which falls
below the standard working day.
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APPENDIX 2 - TEMPLATE DOCUMENT N

Dumfries

OPERATION OF THE FLEXI-TIME SYSTEM & Galloway
FOR [NAME OF SERVICE]

1. INTRODUCTION

This document is part of the Flexi Time Policy and sets out the arrangements for
the operation of a Flexi Time System for [Name of Service]. The arrangements
apply from [date] and this document was last reviewed on [date].

The basic principle of this policy is that employees can work their hours flexibly,
without having to adhere to a specified start, finish and lunch time each working
day. The intention is that working times are managed so as not to require a full or
half day off during the accounting period, nor carry forward credit or debit at the
end of each accounting period.

If there is a service need for individuals to work additional hours, and this is
agreed in advance with the line manager, then time back can be taken at an
appropriate time as per Point 4.

2 HOURS OF DUTY

Core working time for full time staff falls between [enter time] and [enter time] each
[enter days of week] with a minimum of 30 minutes and a maximum of [enter
number] hours for a lunch break, taken between [enter time] and [enter time].

For the purpose of calculating time off work, the standard working day for full time
staff is [enter number] hours starting at [enter time] and finishing at [enter time]
with [enter time] for a lunch break. (See Point 6)

Each member of staff will have some flexibility within agreed limits to work at times
of their choosing but this service must have adequate staffing levels during the
working day. [This will be achieved by (state arrangement required) e.g. one
person in [each office/department/location] starting at [state time] and one person
remaining at work until [state time]].

The earliest start time is [enter time] and the latest finishing time is [enter time].
Staff will normally work their contracted hours between the hours of the earliest
start time and the latest finishing time and must be at work during core working
times. Working outside the earliest start time and the latest finishing time will only
count towards flexi time if authorised in advance by line management.

3. PERSONAL APPOINTMENTS

Members of staff making personal appointments are expected to ensure that
wherever possible these take place out-with core times.
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On occasions it may be necessary to request these appointments during core
times. Where this is required these appointments must be approved in advance
by line management. Please also refer to the Special Leave Policy.

4, ACCOUNTING PERIOD

The accounting period will be [four weeks] [monthly] (delete as required). Debit or
credit up to [enter number] hours may be carried forward to the next accounting
period. During the accounting period either a whole day or two half days may be
requested as time off in lieu of credit accumulated or in anticipation of credit to be
accumulated during the same accounting period. Authorisation for flexi leave is
needed in order that staffing levels can be maintained.

5. RECORD OF HOURS WORKED

Each employee will use [the ATRACS electronic recording system] [another
electronic system] [An Excel spreadsheet] [and/or appropriate documentation]
(delete as required) to record their own time when starting and leaving work,
including lunch breaks. At the end of each week/month the flexi recording
information should be [specify arrangement as required, e.g. signed off by,
authorised by, stored in, submitted to, recorded by] as agreed.

6. TREATMENT OF AUTHORISED ABSENCES

Full days of absences through sickness, annual leave and other leave of absence
with pay will be regarded the standard day or shift length. The hours of authorised
absence should be entered on return.

Where an employee works part of the day and then goes home sick or on other
leave, the first part of the day will be credited and the balance counted up to the
standard finishing time is recorded as authorised leave.

E.g. A full time employee starts work at 8.00am leaves at 10.00am through sickness. The standard
working day finishes at 5.00pm. The employee is credited with 2 hours at work plus 6 hours of sick
leave.

7. ATTENDANCE AT COURSES
Where business travel is required and the start or finish times are out with the

normal hours of duty, travel time will be credited or debited as agreed with line
management, excluding the time taken for normal commuting to and from work.

8. PART-TIME STAFF

This agreement will also apply to part-time staff with the relevant changes to
work times.
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