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1 Introduction

1.1 This scheme sets out the principle of flexible working hours. The Council is committed to improving recruitment, retention and work life balance and implementing initiatives that support employees combining work, family and other personal interests and responsibilities. The benefit to the Council is that flexible hours can help to provide a more responsive service to the needs of the community that it serves.  

1.2
The scheme provides for a flexible system of attendance that allows staff to vary the time of arrival and departure from work.  The scheme is applied subject to the needs of the business area, is not a contractual right and managers may refuse to allow staff to operate flexi-time. 
1.3
The Council reserves the right, on giving reasonable notice, to vary working pattern/hours to meet the needs of the service.

1.4      The scheme will not form part of the terms and conditions relating to staff. 

1.5
The Council operates the scheme for officers appointed on grades PO6 and below only. 

2.
Operating the scheme successfully

2.1 Working hours must be agreed with the line manager to ensure service provision is maintained and to ensure that personal targets as agreed in the Personal Development Review document are achieved.
2.2 When working the scheme employees will be required to fulfil contractual hours in relation to the total number of hours worked, but flexi-time will allow some flexibility as to when the hours are worked.  There will be a requirement to meet  work commitments – such as attendance at fixed meeting times e.g. one to one’s, PDR’s and team meetings. 

2.3 Unless stated otherwise in the terms and conditions of employment employees are required to work 5 days a week, and to start and finish on time. Required outcomes will need to be delivered to target. 

2.4 Normally up to one day flexi-leave will be allowed during each accounting period subject to the agreement of the line  manager but where enough hours have been earned within any accounting period to take two days flexi leave this will be possible, subject to the agreement of the line manager.  A maximum of 10 hours credit may be carried forward. The date of flexi-day(s) must be agreed in advance with the line manager. 
2.5 The scheme is flexible but hours will only be varied by agreement with the line manager and productive work must be undertaken. 

3.
Recording Attendance

3.1 Hours of work are detailed in the statement of terms and conditions.  Full time hours are normally 35 hours per week.  

3.2 A flexi-time record sheet must be completed (see appendix) on a monthly basis and submitted to the line manager. 
3.3 A standard flexi-time record sheet will be issued that must be completed. This form is available in electronic format and enables easy calculation of hours worked, because columns automatically calculate time and breaks entered.  Start times, lunch times and finishing times must be entered daily as well as all other breaks away from work such as prayer and smoking breaks. 

4.
 The Working Day

4.1
This is the span of hours over which the Flexi-time scheme operates, that is the earliest starting and the latest finishing times.  The earliest start time is 7.00am (or earlier subject to local operational service needs1) and the latest finish time is 8.00pm. Within these limits management will determine the earliest start time and the latest finish time for the service area.  A lunch break of at least 30 minutes must be taken.  

4.2
Any hours worked without management agreement outside the hours agreed as the limits for the service area are beyond the flexi-time scheme and therefore flexi hours can not be accrued. 

4.3
Some jobs may involve occasional work outside normal working hours where other arrangements such as TOIL or overtime may be appropriate. 

5.
Flexi-Time 

5.1 
The maximum number of hours that can be accrued over a four week period to the next period as flexi-time is 10 hours.  Any hours accrued in excess of 10 over a four week period will be lost except where a request to use credit hours as flexi leave has been refused. 

6.
Core Time

6.1
This is the period when employees are required to be present by management unless the absence is authorised.  Core hours will be agreed by the line manager   and will be subject to service need.  For example, core hours could be operated between 10.00am and 12.00 noon and 2.00pm and 4.00pm but will this will be determined by the needs of the particular service.  
7.
Lunchtime

7.1 
Employees must take a lunch break of at least 30 minutes and be flexible in terms of arranging lunch breaks to ensure adequate cover.   

7.2
The start and end time of lunch breaks will be flexible during the working day. For example an employee starting work at 11am may wish to have lunch starting at 3pm. However the needs of the service must be covered   

7.3    Extended lunches, that is lunches in excess of one hour, must be subject to the prior authorisation of the line manager, who will ensure that the service area has adequate cover arrangements. 

8.
Accounting Period

8.1 Flexi-time operates over a four week accounting period.  At the end of this period, hours worked will be the contracted hours, plus or minus a certain number of hours (not more than 10) which will be carried forward to the next accounting period.  

9.
Credit Hours

9.1
Credit hours are those hours in excess of contracted hours at the end of an accounting period.  Credit hours, up to a maximum of 10 may be carried over to the next accounting period. 

9.2
Employees will need to request to take off credit hours in the same way as annual leave is requested. 

10.
Debit Hours

10.1
The flexi-time scheme permits 10 debit hours to be carried over from one accounting period to another.  If the debit hours are in excess of 10 hours at the end of an accounting period, the debit hours in excess of 10 will have to be made up from annual leave.  If there is no annual leave available employees may be asked to agree a deduction from salary.  

11.
Booking Flexi leave

11.1
Flexi leave is the time that may be taken off within the rules on credit/debit hours.  Flexi leave must be recorded on the reverse of the annual leave card, as well as recorded on the timesheet. Flexi- leave is at the discretion of the line manager who should authorise the leave in advance.  
12.
Staff leaving Tower Hamlets

12.1 All credit hours must be taken prior to leaving the Council’s employment as payment cannot be made for excess hours worked and not taken.  Where in debit, you must ensure that you make up the hours must be made up during the notice period otherwise the number of hours in debit will be deducted from any  final payment. 

13.
Abuse of the Scheme

13.1
Any  abuse of  the scheme e.g. by accruing credit hours through unproductive working or by submitting incomplete entries on a flexi sheet, will result in the employee being excluded from the flexi scheme on a temporary or permanent basis. 

13.2
Retrospective completion of forms may be viewed as an abuse of the scheme.   Flexi-time sheets must be signed by the employee for each accounting period as a true record of hours. Managers will hold all flexi-time record sheets for a service area. It is the   responsibility of the employee to ensure that all times are entered correctly on the flexi-time sheet. If an entry is deliberately falsified or record breaks are not recorded on the flexi-time sheet, the employee will be liable to disciplinary action, which may lead to dismissal for gross misconduct. 

13.3 If an employee leaves early without the permission of their manager or they are repeatedly late in either core time or outside of core time, they may be subject to disciplinary action under the Council’s disciplinary procedure and be excluded from the flexi scheme.

14.
Prayer Breaks

14.1
If an employee is in the scheme and requires prayer breaks, the time away from work should be agreed with the line manager and will be required to make up the time within the flexi scheme.  Prayer breaks should be recorded on the flexi sheet in the column entitled ‘other breaks’. 

15.
Hospital, Doctor and Medical Appointments

15.1
The flexibility of the scheme should be used to attend medical  appointments outside of working hours e.g. early in the morning or late in the afternoon.  Where this is not possible, a request can be made for up to half a day’s paid leave under the Annual and Special Leave Procedure.  
16.
Part Time and Job Sharing

16.1 Where work is part time or where one job is shared between two people, who might work alternative days, half weeks, or alternative weeks, flexi-time will apply to the days that are worked.  For flexi-time to operate successfully in these circumstances there must be a high degree of co-operation between employees and managers.
16.2
The debit/credit hours will be pro rata to the number of contractual hours per week.  To calculate the flexi-time the contractual hours need to be multiplied by 0.28 and round up to the nearest whole number. For example 20hrs/week x 0.28 would give 6 hours of flexi-time over the accounting period. 
17.
Home Working

17.1
If working at home for a day or several days, the employee  will be considered as working for the full day on each occasion (normally 7 hours)  will not be able to use or gain flexi-time.    If working from home on a full time basis, an employee is not eligible for flexi-time and will not be required to complete a timesheet.  An employee will be able to work flexibly subject to the agreement of their manager.   Managers will expect employees to work to agreed targets and will require evidence of work to support continued home working.

18.
Smoking and Health at Work Policy

18.1
 Smoking during working hours will be limited to two breaks per day of up to 15 minutes duration each.  One break to be taken in the morning and the other in afternoon. This time must be made up. Time spent smoking will need to be debited from the total hours worked at the end of each week and at the end of the four week accounting period. 

19.
Statutory Requests to work flexibly

19.1
Managers must consider seriously requests to work flexibly from staff with a child under six or a disabled child under 18.  Where a service area does not operate flexi-time, for clear business reasons, the manager can agree to other flexible ways of working such as home working, term time only working, staggered hours and a voluntary reduction in working time.  Further details on these options are available from the HR & WD Team. 

19.2 Managers will consider the needs of disabled staff and ensure that all reasonable adjustments for disabled staff are made when considering flexi-time requests.

20.
Further information

20.1 For further information on the operation of this procedure, please contact your HR & WD Central Services Advisor.
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1 Local agreements must be based on the need to run a service. 
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