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FINANCIAL POLICIES AND PROCEDURES

FLEXIBLE WORKING HOURS POLICY

(Refer also to Staff Handbook and Financial Regulation)

1. CONCEPT OF FLEXIBLE WORKING HOURS

The concept of flexible working hours (FWH), is the replacement of fixed times of arrival and departure from the workplace within a working day in which work start and finish times are variable within the flexible bands, provided the general efficiency of the office is not affected. The remaining portion of the day, between these bands, is the ‘core time’, during which employees must be in attendance.

FWH schemes have been introduced into a variety of workplaces, introducing both the private and public sectors as well as commercial and industrial concerns. FWH is used in many administrative centres such as Government departments, nationalized industries and in Universities. It is claimed that FWH can help to alleviate traffic congestion, a problem that is increasing in urban centres and even in predominantly rural areas such as Ceredigion. FWH can also make for an easier working atmosphere, increase job satisfaction and more effective functioning and it allows staff to make domestic arrangements more easily without taking annual leave or the University’s time. 

2. RULES OF OPERATION

2.1 Introduction

The overriding principle of Flexible Working Hours (FWH) is that the general efficiency of the office and the needs generated by the customer demand for service must take priority. Staff are therefore required to arrange with their line managers their times of work bearing in mind departmental cover, current personal workload and the overall pattern of work in the department. All employees operating the FWH will have to submit a detailed monthly timesheet. FWH scheme within the department must commence at the beginning of the stated settlement period dates.

Departments are committed to the objective of providing a general service from 10.00 a.m. to 4.00 p.m.

2.2 Constraints of the Scheme
2.2.1 The normal contractual hours for full time employees are 36.5 per week.

2.2.2 Employees must be at work during core time.

2.2.3 All University offices having direct contact with the public will remain open between 10.00 a.m. to 12 noon, and between 2.00 p.m. and 4.00 p.m.

2.2.4 Since the needs of the service come first, departmental heads are perfectly free to ensure that members of staff are present at any time for a given purpose during the normal office hours of 9.00 a.m. and 5.00 p.m.

2.2.5 All Academic Related and Clerical staff will participate in the scheme subject to the exclusions outlined in Section 3.

2.3 Definitions and Parameters
2.3.1 Settlement Period

The settlement period shall be three months, which will commence on the 1st April, 1st July, 1st October and 1st January.  

2.3.2 Contracted Hours
These are the hours that must be worked by each full time member of staff during the settlement period (subject to carry over). The hours are 36.5 x 13 weeks = 474 hours and 30 minutes.

2.3.3 Standard Working Day
This is the number of hours and minutes work expected of each member of staff on an average day: 36.5 / 5 = 7.30 hours or 7 hours 18 minutes.

A half working day is 36.5 / 10 = 3.65 hours or 3 hours 39 minutes. 

2.3.4 Bandwidth
The earliest permitted start of work is 8.00 a.m. and the latest permitted finish is 6.00 p.m.

2.3.5 Core Time
The latest permitted start time is 10.00 a.m. and the earliest permitted finish is 4.00 p.m.

2.3.6 Flexible Lunch Break
The earliest permitted break for lunch is 12 noon and the latest permitted lunch break finish is 2.00 p.m.

2.3.7 Minimum Lunch Break
The minimum amount of time that an employee must take as a lunch break is 30 minutes.

2.3.8 Morning and Afternoon Tea Breaks

The University does not recognize official paid tea breaks where an employee is away from their normal place of work. Any such break should be recorded accordingly.

2.3.9 Annual Leave
Half day annual leave will be deemed to be 9.00 a.m. to 12.30 p.m. for mornings and 13.00 p.m. to 17.00 p.m. (Mondays) / 13.15 p.m. to 17.00 p.m. (Tuesday to Friday) for afternoons.
2.3.10 Debit / Credit
a. The minimum and maximum numbers of hours an employee can amass below or above the contracted attendance hours over the settlement period without penalty are 7 hours 18 minutes.

b. If a person works more than the maximum credit carry over hours (+ 7 hours 18 minutes) in any settlement period then those excess hours worked shall be lost.

c. If a person does not work the contracted hours (474 hours and 30 minutes) less the maximum debit carry over (- 7 hours 18 minutes) (i.e. less than 467 hours 12 minutes per settlement period) without reasonable prior arrangements with his / her departmental head, then the normal disciplinary procedures shall apply.
d. Staff will be able to take up to a maximum of 7 hours 18 minutes flexible hours leave per quarter (either as a one whole day or two half days). In addition employees will be able to carry forward up to a maximum of 7 hours 18 minutes of unused flexible hours leave to the next settlement period.
2.3.11 Flexible Hours Leave
Only employees who have already accumulated credit will be allowed to have flexible hours leave. Departmental heads will continue to exercise their discretion in this regard. Staff who have accrued at least 7 hours 18 minutes in the settlement period will be able to take up to one day’s flexible hours leave in the current or next settlement period.

Staff who has similarly accrued over 3 hours 39 minutes shall be able to take a half-day’s flexible leave in the current or next settlement period.

All flexible hours leave must be taken by prior arrangement with the employees’ line manager who must bear in mind service provision requirements.

All flexible hours leave is in addition to the normal annual leave carried over at the year-end.

2.3.12 Overtime
a. All paid overtime must be done at the prior request of the head of department / line manager arranged specifically beforehand by him / her.
b. Paid overtime will not normally be permitted during bandwidth. The head of department may use their discretion where it is to the benefit of the University to allow paid overtime.

For example:

· Where staff are consistently required to work more hours than their normal contracted hours in order to effectively undertake their duties.

or

· Where, on a temporary basis, the workload of a section over a ‘peak’ period requires staff to accumulate more than the 7 hours 18 minutes maximum carry over during one accounting period.

2.3.13 Travelling Time / Working from Home
Where members of staff are required to carry out their duties away from customary workplace, normal conditions of service will apply with members of staff deemed to be present during the normal office hours of 9.00 a.m. and 5.00 p.m. unless the hours absent from the normal workplace is less, in which case actual hours are used.

2.3.14 Supervision
The day to day running of the scheme will be controlled by a nominated officer within each Department, Section or location. In the event of any problems the nominated person should be contacted.

2.3.15 Recording of  Hours

All attendance hours are to be recorded manually using the University’s Monthly Staff Salary Return self recording sheet.

2.3.16 Authorised Casual Absences
e.g. Dental, General Practitioner and Hospital Visits, Ante-Natal Clinics, Blood Donor Sessions.

Wherever possible, these visits should be undertaken outside normal working hours. On those occasions when this cannot so be arranged, individuals on the scheme will be credited with the time away from work. The time being credited in this instance would be constrained within the following hours of work 9.00 a.m. to 5.00 p.m. Monday to Friday with 12.30 p.m. to 1.00 p.m. lunch break on Monday and 12.30 p.m. to 1.15 p.m. Tuesday to Friday.

e.g. 

· A person arriving at 10.30 a.m. will be credited from 9.00 a.m. 

· A person leaving work at 3.45 p.m. will be credited time away up to 5.00 p.m.

· A person away from the office from 12.00 noon to 2.00 p.m. will be credited 1 hour 30 minutes on Monday (2 hours less 30 minutes lunch break) and 1 hour 15 minutes on Tuesday to Friday (2 hours less 45 minutes lunch break).

ANY ABUSE OF THE FLEXIBLE WORKING HOURS SYSTEM AND RULES OF OPERATION AS CONTAINED IN THIS DOCUMENT WILL LEAD TO THE IMPLEMENTATION OF THE UNIVERSITY’S DISCIPLINARY PROCEDURE WHICH INCLUDES DISMISSAL.

3. EXCLUSION TO THE SCHEME

3.1 It may be necessary to exclude certain categories of staff from the scheme. These will be determined after agreement with the Head of the Department. Where staff are excluded from the FWH Scheme, alternative flexible arrangements where possible may be considered.

3.2 Heads of Departments will not be included within the scheme.

4. EXPLANATORY NOTES FOR SELF RECORD SYSTEM

4.1
Entering Hours Worked on a Self Recording Sheet
	
	Instruction
	Time Frequency

	1
	Enter Name, Department and Employee number in the appropriate spaces.
	Monthly

	2
	Enter the month of the payment recording period in the space provided.
	Monthly

	3
	On starting work write the actual time in the first “In” row for the day in the appropriate date
	Daily

	4
	Write the time of stopping for lunch on the “Out” row directly next to the “In” entry  
	Daily

	5
	Write the time of re-starting work after lunch in the next “In” column.
	Daily

	6
	Write the time of leaving work on the “Out” row directly next to the “In” entry.   
	Daily

	7
	Additional pair of “In” and “Out” rows is provided for possible interruptions in daily work.
	Occasional


4.2
Entering Hours Worked on a Self Recording Sheet
	
	Instruction
	Time Frequency

	8
	Add up all the values in “In” and “Out” per row in hours / minutes and record totals in the Basic column. Do not include work that is to be paid at overtime rate in the basic column but enter it in the overtime column.
	Weekly

	9
	Add up the Basic column and enter in the total in the box “Grand Total Recorded Time for month”
	Monthly

	10
	Complete the reconciliation statements for recording of time and flexible working hour’s entitlement.
	Monthly

	11
	Sign the sheet and pass to line manage after completion 
	Monthly


4.3 Important Points to note are:

a. Time should be recorded in hours and minutes for all working days with the correct note included if away from the workplace.
b. ALWAYS use the 24 hour clock notation to record the time i.e. 13.05 not 1.05.

c. Entries MUST be made in the columns at the time of entering and leaving the workplace.

d. Enter time to the nearest five minutes.

e. Always enter a.m. or p.m. when away on half day absences.  

f. Remember that care must be taken when adding hours and minutes because of the 60 minutes per hour i.e.

6.40 + 6.30 = 13.10

Correct

6.40 + 6.30 = 12.70

Incorrect
4.4 Completing the Reconciliation Section
a. Obtain the b/f hours and minutes from the previous month (if applicable) within the settlement period.

b. Add the current months total to the b/f total to establish the next month’s b/f figure.

c. Establish Flexible Working Hours entitlement by using the following calculation:
Contracted hours per settlement period:
474 hours 30 minutes

Divide by three to obtain per month

158 hours 10 minutes

First month in settlement period

Contracted hours





158 hrs 10 min

Grand total recorded for month
162 hr 00 min

Total b/f from previous month
    0     00
Total c/f to next month




162 hrs 00 min
Total Flexible Working Hours entitlement


    3 hrs 50 min
Second month in settlement period

Contracted hours





316 hrs 20 min

Grand total recorded for month
162 hr 20 min

Total b/f from previous month
162 hr 00 min
Total c/f to next month




324 hrs 20 min
Total Flexible Working Hours entitlement


    8 hrs 00 min
Maximum entitlement is 7 hours 18 minutes (1 day)

Third month in settlement period

Contracted hours





474 hrs 30 min

Grand total recorded for month
162 hr 10 min

Total b/f from previous month
324 hr 20 min
Total c/f to next month




486 hrs 30 min
Total Flexible Working Hours entitlement


    8 hrs 00 min
Maximum entitlement is 7 hours 18 minutes (1 day)

4.5 Record of Flexible Working Hours Leave
Enter the full and half days Flexible Working Hours Leave taken during the settlement period basic hours worked section with the relevant note in the Absence or Comments section.

5. PASSWORD PROTECTION OF TIMESHEET
In order to allow line managers and other members of staff to look at the timesheet without having the ability to amend the sheet there is a requirement to create a password protection facility. This can be done within Excel as follows;

· Excel
· Tools

· Options

· Security 

· Enter password in the “password to modify” space

· Leave everything else blank

· Ok

PAGE  
7
Originated: November 2006

Reviewed:  March 2007


