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1. 
TERMS OF REFERENCE

On 7th January 1999 the Managing Director instructed the Management Services Department to investigate the practicality of introducing a system of flexible working hours in all head office departments. This report was to be submitted to him 21 February 1999 for the consideration of the Board of Directors.

2. EXECUTIVE SUMMARY

The introduction of flexible working hours would:

2.1. Improve staff morale.
2.2. Allow greater flexibility of staff working.
2.3. Reduce absenteeism.
2.4. Reduce overtime costs.
2.5. Be generally welcomed by junior staff, though reservations were noted by managers who were concerned by the non-availability of key personnel.

It was recommended that flexible working hours should be accepted in principle, and implemented as soon as possible.

3. PROCEDURE

In order to obtain relevant information and opinion, the following procedures were adopted by the working party to acquire the information in the report:

3.1. Current office administration literature was reviewed.
3.2. A number of companies were visited which have adopted flexible working hours systems and the views of a wide range of staff were canvassed.
3.3. Current departmental working loads and practices were observed and evaluated.
3.4. Soundings of likely staff responses were obtained from departmental managers and senior staff.
3.5. The cost of introducing a flexible working hours system was considered.

4. FINDINGS

4.1. Principles of the Flexible Working Hours System

The essence of a flexible working hours system consists of establishing two distinct bands of working hours within a weekly or monthly cycle and ensuring that staff work on agreed total hours in the cycle. Appendix 1 show details of the suggested time cycles.

4.1.1. Core Time Band

During this period all staff are present at work allowing for lunchtime arrangements.

4.1.2. 
Flexi-time Band

Periods at the beginning and end of the day are worked at the discretion of individual staff members in whole or part, allowing for essential departmental staff manning requirements.

4.1.3. Credit/Debit Hours

According to previous agreed limits and procedures, staff may take time off if in credit, or make up time if in debit.

4.1.4. Recording Hours Worked

In all systems, it is essential that logs or time-sheet records are kept and agreed by employee and supervisor for pay and administration reasons.

4.2. Discussion with Departmental Managers

Most departmental managers were in favour of introducing flexible working hours anticipating an improvement in productivity and morale. The sales manager saw advantages in his office being open longer during the day to deal with customer calls and visits. Reservations were expressed by both the office administration and accounts managers arising from the likelihood of increased workloads to administer the system.

4.3. Sounding of Staff Opinions

Discreet enquiries were made via senior staff regarding the likely response of staff at junior levels.

4.3.1. Summary of Favourable Responses

Secretarial staff welcomed the means of tailoring their work and attendance to fit in with heavy workloads. Over 35% of female staff are mothers with children of school age, and welcomed the opportunity to fit their work around family responsibilities.

4.3.2. Summary of Unfavourable Responses

Few junior staff intimated an unfavourable response but senior staff were concerned about key personnel not being available when needed.

4.4. Cost of Introducing Flexible Working

The increase in costs of heating, lighting and administration of the system would be offset to some degree by a decline in overtime worked and the cost of employing temporary staff to cover absences. Appendix 2 provides a detailed estimate of the cost of introducing and running a flexible working system.


5. CONCLUSIONS

The advantages of introducing a flexible working hours system outweigh the disadvantages. Head office service to both customers and field sales staff would improve; staff morale and productivity are also likely to rise. Administrative costs do not appear unacceptable and senior staff have the necessary expertise to make the system work.

6. RECOMMENDATIONS

As a result of its investigations, it is recommended that the Board of Directors gives consideration to the following recommendations:

6.1. That the introduction of a flexible working hours system be accepted in principle and consultation begin as soon as possible with a view to establishing a time-table for implementing the change.

6.2. That all departmental managers be requested to provide a detailed appraisal of their needs in moving over to a flexible working hours system and of any problems they anticipate.

6.3. That a training programme be devised by personnel to familiarise staff with the new working procedures and practices.

6.4. That arrangements be made to inform both field sales staff and customers at the appropriate time of the advantages to them of the introduction in head office of flexible hours.


APPENDIX 1 – FLEXIBLE WORKING TIME BANDS

Core Time	10:00-12:00
	14:00-16:00

Flexi Time	07:30-10:00
	16:00-20:00
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