Flexi-Time Scheme
1) Aims of the Scheme

1.1 This scheme of flexible working hours has been agreed to provide some individual flexibility in working hours for support staff and benefit to the University, without any detriment to the efficient running of the University’s services.

1.2 Operation of the flexi-time scheme is on the understanding that it will not interfere with, or reduce the efficiency of, normal activities of the School/Department or University.  Managers (School Managers or appropriate senior administrative manager at Grade 8 or above) may change working arrangements at any time, with reasonable notice, if this condition is not being met.  The opportunity to participate in this scheme may be withdrawn following an appropriate investigation if it is proven that a member of staff has consistently not met the requirements of the scheme in any respect.
1.3 At the commencement of employment, the Line Manager and staff member should discuss the usual attendance times and agree the usual pattern of work the staff member will adopt.  The pattern may be open to review at the request of the Line Manager following discussion with a Senior Manager, or the member of staff, following discussion and agreement between the Line Manager and that member of staff, to take into account occasions when greater flexibility is required.  Members of staff not wishing to use the Flexi-Time Scheme should advise their Line Manager and work standard office hours, which are detailed below.  

2) Eligibility to Participate in the Scheme

Staff on Administrative, Technical and Apprenticeship contracts up to, and including Grade 7, is eligible to participate in the flexi-time scheme.

3) Standard Working Day

The standard working day is 7 hours 24 minutes.  A half day is 3 hours 42 minutes.  Standard office hours are:

8.30 – 17.00 Monday to Thursday

8.30 – 16.30 Friday

It is a condition of the Flexi-Time Scheme that all work areas must have at least minimum cover during standard office hours.

4) Standard Working Week

The standard working week is 37 hours, or pro-rata for part-time staff.  The majority of staff eligible for this scheme will work a set pattern made up of 5 working days and 2 rest days.

5) Contracted Hours

The scheme works within periods of 4 weeks which are known as the accounting periods.  Within each accounting period the number of contracted hours is 148, which is based upon the standard working week of 37 hours Monday to Friday (pro-rata for part-time staff).

6) Core and Flexi Time Periods

The Flexi-Time Scheme divides the normal working day into two parts, core time and flexi-time.

6.1 Core Time

This is the fixed period of time during which staff must be at work, namely:

· 09.30 to 12.00 and 14.00 to 16.00.

6.2 Flexi-Time
This is the time during which staff will have the opportunity to vary their working hours, and/or start/finish times, on particular days, namely:
· 08.00 to 09.30

· 12.00 to 14.00

· 16.00 to 18.00

Between these hours staff eligible for the scheme may flex their attendance, subject to the needs of the University with the approval of their Line Manager.

7) Lunch Break
Staff are required to take a lunch break of not less than 30 minutes, and not more than 2 hours.

8) Credit/Debit Time

Staff may work more or less their normal hours each day/week as long as they are present during the core time periods.  At the end of each 4 week accounting period, 12 hours of credit or debit can be carried into the next accounting period.  During the 4 week period there is no limit on the credit or debit hours that can be worked, so long as prior approval has been given to those hours being worked.  Subject to prior approval, 3 half days of leave in lieu of credit time can be taken during each 4 week accounting period (half days may be aggregated, i.e. one full and one half day).  In normal circumstances, credit hours over the maximum of 12 at the end of each accounting period will be cancelled.
If a member of staff leaves the University, they must use any outstanding credit as under no circumstances can the University make payments in lieu of credited hours.  For debit hours, i.e. hours not worked, the University may withhold payment from final salary.

9) Overtime

Overtime and credit hours are quite separate.  Members of staff who are entitled to receive payments for overtime in accordance with their Conditions of Service (see Overtime Working Policy), will only be paid if prior authorisation for overtime work has been given.  No overtime payments will be made for work during the flexible working periods outlined above. 
10) Recording of Hours

10.1 Staff are required to enter their time of arrival and departure on the agreed flexi-time record, and hours worked before and after lunch (either manually or electronically).

10.2 Part-time staff whose working hours span the lunchtime period may choose not to take a lunch break if they work 6 hours per day or less.  However, they must establish their working pattern as part of their discussions with their Line Manager on their standard working day/pattern.  
10.3 Staff spending a whole or part day away on official business will be credited with the time actually spent on the business, plus any travelling time to or from the place of business, excluding any time spent on lunch.

10.4 Staff on training activities on the University Campus will be credited with the standard 7.24 hours, or 3.42 hours for a half day session.

11)  Medical Appointments
Hours not worked because of medical appointments will be credited on a time for time basis.  However, where possible we would encourage that staff try to arrange any routine appointments during flexible periods.  Part-time staff are expected to make any appointments on days not worked where possible.  Time out for medical appointments will be given on trust.  It is not necessary to provide appointment cards or letters.

12)  Sickness Absence Periods

Periods of sickness leave should be recorded in multiples of half days or standard full days.

13)  Annual Leave

The number of hours taken as annual leave should be recorded on the flexi-time record.  For example, if a full day of annual leave is taken, this is recorded on the flexi-time record as a standard day of 7.24 hours.  A full week of annual leave will be recorded as the standard working week of 37 hours.  Holiday cards must be completed when requesting annual leave and authorised by the Line Manager.

14)  Bank Holidays
Statutory Bank Holidays should be recorded as a standard working day.  Bank Holidays given to part-time staff in lieu of their statutory entitlement should be recorded as a standard working day also.
15)  Leave of Absence

Members of staff should refer to the Special Leave Policy.  Where paid leave of absence has been granted, the standard working day should be recorded (pro-rata for part-time staff).  If unpaid leave has been granted, the hours taken should be recorded as added time on the flexi-time record as pay will automatically be deducted.
16)  Family Leave (Parental Leave)

Members of staff, if eligible, can take up to 4 weeks per year unpaid Parental Leave, up to a maximum of 18 weeks up to the child’s 5th birthday.  Any such leave should be recorded on the flexi-time record as zero.

17)  Paternity Leave/Additional Paternity Leave
The University grants 2 weeks paternity leave at full pay to eligible members of staff.  This full pay element of Paternity Leave should be recorded on the flexi-time record as the standard working week. Additional paternity leave (up to 26 weeks of mother’s maternity leave) should be recorded in the same way as maternity leave.
18)  Severe Weather Disruptions
18.1 Where members of staff arrive late due to severe weather conditions, they will not suffer any loss of pay, but may be required to make up the lost time.  Members of staff eligible for flexi-working should record their normal starting time on the flexi-time record, but must ensure every effort has been made to arrive.  In such events, the time recorded must not exceed 7.24 hours.
Where staff want to leave early, at their request, because travelling difficulties are anticipated, they should record their actual time of departure on the flexi-time record.

18.2 Where severe weather develops during the course of the normal working day, and it appears that staff may have difficulty travelling home, the Vice-Chancellor (or nominee) will determine whether the University is to close at an earlier time.  When a decision has been taken to send staff home before the end of the normal working day, no deduction from pay will be made and staff should record their normal departure time on the flexi-time record.

18.3 If the Vice-Chancellor decides to delay the opening of the University because of severe weather conditions, staff will be paid as is they had worked between their normal starting time and the revised opening time and the normal starting time should be recorded on the flexi-time record.
19)  Recording Method

It is important that all entries on the flexi-time recording sheet are made and that the 24 hour clock is used.  Entries must be made at the time of arrival and departure on a daily basis and must not be completed at weekly intervals.  At the end of each 4 week accounting period the forms should be forwarded to the Line Manager for checking and authorisation.  It is good practice, for audit purposes, for these records to be retained for a period of 3 years.

Abuse and false recording of flexi-time is a disciplinary matter and could be considered as gross misconduct.

