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FLEXIBLE WORKING HOURS

Introduction

The concept of flexible working hours recognises that people have private lives as well as working lives and allows them to arrange their working lives around their private lives rather than the other way round. This means that, subject to management needs, staff are free to come and go within specified periods each day. This freedom, however, is curtailed by two very important rules. Firstly, that work must not suffer because of an individual’s exercise of flexibility. Secondly, that each month, every employee must have completed the number of hours attendance set out in their contract of employment- subject to the provisions of the scheme.

The use of flexible working hours must not affect the opening of any of the offices which are used by the public in view of the Council’s commitment to customer service.

Hours of business

Monday to Thursday 
8.30 am – 5.00 pm

Friday


8.30 am – 4.30 pm
Flexible Working Day 

	8.00am - 10.00am
	10.00 am – noon
	noon - 2.15 pm
	2.15pm – 4.00pm
	4.00 pm - 6.30 pm

	Flexible Arrival Period
	Core Time

(staff must be present)
	Flexible Lunch Period
	Core Time

(staff must be present)
	Flexible Departure Period


The commencement time of the flexible arrival period may differ between Departments.

On a daily basis, the day is broken into flexible and core periods as shown above.  During the core period, all staff must be at work unless authorised to be absent. Only in flexible periods may staff (by arrangement) arrive and leave according to their workload and private commitments. This means that core time can be set aside for work involving communications with others, and the flexible periods for individual consideration.

Standard Hours

Standards hours of attendance are 37 hours per week. Each working day is classed as being 7 hours and 24 minutes (37 hours / 5).

Meal Breaks

The meal break should be a minimum of half an hour and a maximum (subject to approval) of 2 hours taken between 12 noon and 2.15 pm.

Carry Over Arrangements

A credit of a maximum of 11 hours and 6 minutes (1.5 days) and a debit of 3 hours and 42 minutes (half day) may be carried over at the month end. Any credit above 1.5 days will be lost and disciplinary action may be taken against staff exceeding the allowed debit.

Staff must ensure that no debit or credit hours remain before leaving the service of the Council.

Compensatory Time Off

An officer is entitled to take up to 3 half days or one full day and one half day flexible leave per calendar month subject to the prior approval of an authorised officer.

Overtime
Prior authorisation has to be obtained from an authorised officer before overtime can be paid and this can only be worked outside normal working hours i.e. before 8.30 am or after 5.00 pm Monday to Thursday, and before 8.30 am or after 4.30 pm on a Friday (normal working hours are subject to variation within individual Departments).

Sickness and Injury

Staff should notify their Section Heads when they are unfit to report to work due to either sickness or injury before 10.00 am  on the first day of absence.

Statements and declarations on lengths of absence must be completed and signed by all employees to arrive by the FOURTH DAY of absence or on return to work, whichever is sooner.

Annual Leave

Annual leave is as follows : 
Staff with less than 5 years service

29.5 days





Staff with more than 5 years service

34.5 days

Disciplinary Measures

Disciplinary measures may be taken by the Director or a nominated Deputy, for any infringement of the conditions of the scheme.

Inclement Weather

a)
Morning Arrangements – Where inclement weather causes the late arrival of an officer, his/her recorded working day will commence at his/her time of arrival at his/her place of work. In exceptional circumstances, credit can only be allowed to the amount of any infringed core time, but this will be at the discretion of the Director, after consultation with the Head of Policy and Human Resources.

b)
Afternoon Arrangements – Should an emergency be declared and officers be sent home from work, credit will be made from the time of clocking out to the end of the afternoon core period, i.e. 4.00 pm.

In an undeclared emergency situation, where officers may wish to leave work early in order to travel home safely, although authorisation will be given, no credit will be made.

c)
In the event of an officer arriving after the end of the morning core period, no credit will be made for any part of the morning period.  Annual or flexible leave must be used.

d)
In the event of an officer failing to arrive at all at his/her place of work due to excessive weather conditions, annual or flexible leave must be used.

The Scheme in Operation

N.B. -  7 hours and 24 minutes will be debited each day before an officer arrives at work. Time will then be worked to reduce this balance.

How to Use the Clock

IT IS THE RESPONSIBILITY OF EACH MEMBER OF STAFF TO CLOCK IN ON ARRIVAL AND TO CLOCK OUT WHEN LEAVING THE WORK PLACE.

 UNDER NO CIRCUMSTANCES SHOULD ANY FLEXI-USER LOCK IN OR OUT FOR ANOTHER FLEXI-USER

NB - 
Those members of staff who persistently forget flexi-cards will be subject to disciplinary action.

Procedure for Booking In and Out Using the BT100

1.
Arriving at Work – On entering the building swipe the magnetic badge through the booking in point.  A flexi IN balance will be displayed on the screen.  Validation of clockings are accompanied by a single bleep.  Rejection of clockings are accompanied by a series of bleeps.

2.
Lunch Time Clocking Out and In – Before commencing the lunch time break, swipe the magnetic badge through the booking in point.  A flexi OUT balance will be displayed on the screen.  Booking IN after lunch time break is the same procedure as arriving for work each morning.

3.
Leaving Work – Before leaving the building swipe the magnetic badge through the booking in point.  A flexi OUT balance will be displayed on the screen.

4.
Method of Interrogation – The system can be interrogated at any time to provide the user with personal flexi-time information at the booking in point.

Press key S1 and swipe magnetic badge through the booking in point and a DAILY + WEEKLY TOTALS will be displayed on the screen.

Press key S2 and swipe magnetic badge through the booking in point and a BALANCE + PERIOD TOTALS will be displayed on the screen.

Press key S3 and swipe magnetic badge through the booking in point and a total of 4 DAILY CLOCKINGS will be displayed on the screen.

(S1) DAILY TOTALS – is the real time accrued from the start of the day up to the time the system is interrogated.

(S1) WEEKLY TOTALS – is the balance from the previous working day less 7 hours and 24 minutes plus the DAILY TIME up to the time the system is interrogated.

(S2) BALANCE – is the balance from the previous working day less 7 hours and 24 minutes plus the DAILY TIME up to the time the system is interrogated.

(S2) PERIOD – is the real time accrued from the start of the period (ie the first day of the month) up to the time the system is interrogated.

5.
Completion of Monthly Reconciliation Sheet (see Appendix A) 


a)
Sheets must be completed by the individual flexi-user and not the Controller.

b)
Enter debit and credit days/hours and minutes on the reconciliation sheet, ensuring that dates and reasons for absence are clearly stated.


c)
Submit the reconciliation sheet for authorisation by a senior officer.


THEN WITHOUT DELAY


d) 
Submit the form to the Flexi-Controller.

6.
Compensatory Time Off – Flexi-leave can be taken if authorised.  This leave will only be taken when an officer ensures that their end of month balance is within the 3 hours and 42 minutes debit.  An officer may clock out between 12 noon and 1.45 pm.  An entry on the debit side of the flexi-sheet should be made as shown in Appendix A.  An entry should also be made on a holiday card.  The holiday card and flexi-sheet should be submitted TOGETHER to an authorised officer.

7.
Overtime – Members of staff must clock out before overtime can be claimed.  Overtime hours should be entered onto an overtime sheet and submitted to an authorised officer.  The forms are then forwarded to the Policy and Human Resources Section at the month end.

8.
Sickness (DAYS)  - On return to work from a period of sickness a flexi-sheet should be completed as shown in Appendix A. The form should then be forwarded to the Flexi-Controller.

9.
Annual Leave (DAYS) – An annual leave card and a flexi-sheet (see Appendix A) must be completed before annual leave is taken. This flexi-sheet and holiday card must then be submitted TOGETHER to an authorised officer for signature. The flexi-sheet should then be forwarded to the Flexi-Controller immediately.

10.
Hospital Appointment (HOURS AND MINUTES)  - The whole time of the hospital appointment will be credited i.e. from clocking out on leaving to clocking in on returning.  If an early morning hospital appointment is attended direct from home, time will be credited from 8.30 am to clocking in at work.

11.
Doctor’s Appointments (HOURS AND MINUTES) – Travelling time one way and the whole time of the doctor’s appointment will be credited.  Appointments should normally be made during the flexible period but may, with prior authorisation, be made in core time.  If an early morning doctor’s appointment is attended direct from home, time will be credited from 8.30 am to clocking in at work.

12.
Dental/Optician’s Appointments (HOURS AND MINUTES)  - No time will be credited for dental or optician’s appointments.  Appointments should normally be made during the flexible period but may, with prior authorisation, be made in core time.

13.
Errors on Flexi-Sheets – Incorrect entries on flexi-sheets should never be amended using correction fluid.  An incorrect entry should be ruled out, initialled by an authorised officer and the correct entry written underneath.

14.
Handing In of Forms at Month End – All flexi-sheets should be handed in to the Controller at the month end. Under no circumstances should credits for a previous month be submitted for processing in the following month.

15.
Failure to Clock In/Out – If you believe that you have forgotten to clock in/out the BT100 can be interrogated at the booking in point by pressing S3 and swiping the magnetic badge through the booking in point.  In the absence of clockings the following procedure should be carried out.

What to do

a)
ON ARRIVING AT WORK

Problem – Failure to Clock in (arriving at work)

Action – If you fail to clock in on arrival at work do not clock out for lunch.  Clock in as normal after lunch and claim TWO clockings for the time worked during the morning, i.e. the time you entered the building until the start of the lunch break. Enter on the flexi sheet and submit in the usual way (see 4) for certification.

b)
DURING A LUNCH PERIOD

Problem – Failure to Clock out (before lunch)

Action – If you fail to clock out before lunch you should clock in as normal after lunch and claim ONE clocking only (i.e. the time you started the lunch break). Enter on flexi sheet and submit in the usual way.

Problem – Failure to Clock in (after lunch)

Action – If you fail to clock in after lunch you should clock out as normal at the end of the working day and claim ONE clocking (i.e. the time you finished your lunch break).  Enter on flexi sheet and submit in the usual way.

Problem – Failure to Clock In/Out (lunch)

Action – If you fail to record the lunch break, the system will automatically debit 2 hours and 15 minutes from your flexi records.  You should clock out as normal at the end of the working day and claim TWO clockings for the time spent at lunch. Enter on flexi sheet and submit in the usual way.

Problem – Working Out on Site

Action – If you are working out on site claim FOUR clockings for the time worked during the day, taking into account the correct lunch break.  Enter on flexi sheet and submit in the usual way.

c)
LEAVING THE BUILDING

Problem – Failure to Clock Out

Action – If you clock in after lunch but fail to clock out before leaving the building at the end of the working day, the system will only credit you with time for morning period.  You should claim ONE clocking (i.e. the time you left the building).  Enter on flexi sheet in the usual way.

