	

	MANAGER'S e-HANDBOOK : WORKING ARRANGEMENTS : 
FLEXIBLE WORKING HOURS
1. Introduction

As an Equal Opportunities employer, RBK recognises the value of providing more flexible patterns of employment and opening up a wider range of job opportunities.

RBK operates a flexible working hours policy (for all "white collar" staff) which is intended to give individuals more freedom to fit their working hours to suit their personal circumstances. In addition it can help the Council in dealing with urgent matters and uneven workloads.

Flexible working hours ("flexitime") should be offered to all employees on an equitable basis. The scheme applies to all jobs where this kind of arrangement is practicable. 
2. Key Principles

The success of the flexitime scheme depends upon the co-operation and responsible attitude of all involved. It must be accepted that at all times the needs of the service must be met and that RBK's work and services to the public do not suffer. All sections should have cover for the normal working day i.e.:- 

0845 - 1700 Monday- Thursday and
0845 - 1645 Friday

The basic scheme which applies to all those participating is set out below. There may be certain conditions which apply only to your department or section and you should inform staff accordingly.
3. How the Scheme Works

Each working day is divided into:-
CORE TIME - when staff must be at work
10.00 - 16.00
LUNCH BREAK - the period during which lunch break may be taken
12.00 - 14.30
FLEXIBLE TIME - when starting and finishing times times can be arranged within reason and with reference to the principles set out above
08.00 - 10.00
16.00 - 18.00
4. 
(See the following document for details of the operation of the scheme during the summer period). 
1. Accounting Periods

The calendar year is divided into ACCOUNTING PERIODS. These are either four or five week periods during each of which staff must work their CONTRACTED HOURS (i.e. a four week accounting period is equivalent to 144 hours and a five week accounting period is equivalent to 180 hours).

For calculation purposes, contracted hours for a whole day will be regarded as 7 hours 12 minutes and a half day as 3 hours 36 minutes. During any accounting period in which a statutory holiday occurs, the contracted hours should be reduced by 7 hours 12 minutes for each such day.

Attendance at work must be recorded. This enables both you and your staff to check cumulative total hours worked and to establish at any time whether they are in credit or debit.
2. Credits and Debits

Any hours worked in excess of contracted hours (CREDIT) or not worked (DEBIT) may be "worked off" or, in certain circumstances, the time may be taken by way of Flexi-leave. Subject to your prior approval as manager, it may be possible for such time to be taken in whole or half day periods. It is essential that everyone recognises that in this connection the needs of the section and department are paramount and that RBK's work must not suffer, and you will need to ensure that there will be sufficient staff present to fulfil these obligations. 

Except in special circumstances, staff may only take up to one whole day or two half days flexi-leave in any one accounting period by these means.

In very exceptional circumstances only, and with your prior approval it MAY be permissible to take some time in advance of accumulating credit, provided the maximum debit permitted in any accounting period is not exceeded as a result. 

Staff may carry forward up to 7 hours 12 minutes credit or debit from any one accounting period to the next. Any credit in excess of 7 hours 12 minutes at the end of an accounting period will be written off without pay (this excludes overtime, which is treated separately).

If, for some good exceptional reason, debit hours exceed 7 hours 12 minutes at the end of the accounting period, the time will have to be "worked-off" during the following accounting period. Persistence in this practice will result in annual leave entitlement being reduced accordingly and could ultimately lead to the provisions of flexible working hours being withdrawn.

If you find that staff are regularly required to work considerable hours in excess of the contracted hours, and these have become difficult to "work-off", this may be symptomatic of an underlying staffing issue.
3. Approved Time Out of the Office 

Absence due to annual leave, sickness, attendance on daytime training courses, or under the provisions of RBK's schemes for Dependency or other Special Leave, should be recorded as a normal working day for the purposes of recording hours under this Scheme.
4. Medical Appointments

As one of the objectives of the flexitime scheme is to provide staff with the scope to arrange their personal circumstances and working lives to fit one another, staff may be expected to make every effort for regular treatment at the doctor, dentist or optician to be made during flexible hours, together with other personal matters. However, there will be occasions when leave is required to enable staff to keep appointments which cannot be arranged outside core time.
5. Limits to Flexible Working Hours

The success of flexible working hours depends upon all staff accepting their own personal responsibility to ensure that the Council's work does not suffer and its service is maintained. The prime purpose of the Scheme is to give some freedom over working arrangements, and not to provide staff with the opportunity of taking additional leave. It may be necessary for some staff to limit the flexibility of their hours, to ensure that the services with which they are concerned are fulfilled. Wherever possible, any such limits will be discussed in advance with the group affected, so that any arrangements adopted are fairly applied to everyone involved.

In the interests of RBK, the public and the staff, there are some general rules which apply to ALL staff working flexible working hours. 
. Time worked before 08.00 and after 18.00 will be ignored, unless worked as approved overtime. 

i. No more than five hours should be worked without a break away from the office of 
at least half an hour, when absence should be recorded in the normal way. 

ii. If more than 8 hours are worked in any one day, a minimum lunch break of 45 minutes should be taken. 


Groups of staff are expected to make arrangements amongst themselves to ensure that all enquiry offices, telephone switchboards, and other offices with regular contact with members of the Council or the public, are staffed between 08.45 and 17.00 hours.

Consideration is essential and staff should not try unreasonably to stick to "the letter of the law" and demand to leave at pre-arranged times. Frequently it will be found to be helpful for groups of staff to agree amongst themselves a broad pattern of starting and finishing times for any accounting period so that you can ensure that the necessary cover is available within your section. Staff may change this regular pattern if they wish, following consultation with you at the end of such accounting period.
i. Overtime 

It is hoped that flexible working hours would minimise the need for much overtime, as urgent matters or peak loads could normally be dealt with by the adjustment of hours within the flexible arrangements.

No overtime will be allowed on any particular day unless at least 7 hours 12 minutes have been worked on that day, nor will overtime be taken into account unless there are hours in excess of the contracted hours for any particular settlement period.

The staff involved in evening meetings must always show a minimum break between the end of the day and the meeting of half an hour.
i. Resignation

Any member of staff who tenders his/her resignation will be expected to reduce the debit/credit situation to ZERO by the commencement of the last week of employment, and to work normal hours during that last week.

The Salaries Section will assume that all employees have fulfilled this obligation and, should there be any departure from it, you must inform the Salaries Section through the normal channels, so that the necessary adjustments can be made.
i. Time Recording

To participate in the Scheme, it is essential that staff keep an accurate and up-to-date record of their starting, finishing, and break times, and maintain accurate calculations of hours worked and time accrued.  A spreadsheet package is available for this purpose.  It is not essential that it is used, but if it is not there must be another method of recording and calculation which has been agreed with the line manager.  Any records and calculations must be available to the line manager when required.
i. General

Taken overall, the Scheme should be beneficial to everyone, but only if a responsible attitude is adopted and if this guidance, which is designed to ensure that the needs of the Council's work will not suffer, is followed.

Staff not conforming to the arrangements outlined in this guidance will have the facilities of the Scheme withdrawn. However, it is anticipated that most employees will appreciate the benefits which the Scheme provides and will not abuse them. 


	


