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introduction

POLICY STATEMENT

Stroud District Council exists to provide quality services to the public.  The Council recognises that there is a need to work the hours that meet the demand for these services and there should always be sufficient levels of cover to provide the high standard of service expected.

Although the Flexible Working Hours Scheme brings benefits to employees and the Council, the work of the Council must not suffer.  The provision of Council services to meet customer needs is the most important factor and it is the responsibility of both the management and staff to ensure that these needs are met.

The Flexible Working Hours Scheme allows employees, with the agreement of their manager, to determine their own start and finish times. This encourages employees to aim for a good work-life balance.  It is important to the Council that employees do not work excessive hours as this is unproductive and can lead to low morale and ultimately is a major cause of stress.

The success of this Scheme depends on the common sense and co-operation of all employees.  Sometimes it will not be possible to allow maximum flexibility in terms of start and leave times and pre-arranged times may be necessary.  Teamwork is essential if all colleagues are to have a fair opportunity in sharing this benefit.

This policy should be used in line with the Hybrid Working Policy. If you work using the hybrid working model you can still use the Council’s Flexible Working Hours Scheme and you will need to record your working time as detailed below. 
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Ebley Mill will be open and available to the public between the following hours:

Monday to Thursday: 			8.45 am to 5.00 pm 
Friday:					8.45 am to 4.30 pm

Earliest Start Time:			7:30am

Latest finish Time for staff: 	6:00pm - except in the case of evening meetings (employees should be aware that the offices are cleaned during early evening and this may disrupt the working environment)

Lunch Time

For Health, Safety and Welfare reasons you must take a minimum lunch break of 30 minutes and lunch breaks should be taken in line with team requirements and planned work. 


STANDARD TIME PERIODS

Standard Week    -   37 hours (or the relevant contracted part time hours)

Standard Day   - 7 hours 24 minutes or 7.4 hours (or the relevant contracted part time hours)

ACCOUNTING PERIOD

The Flexible Working Hours Scheme is based upon a 4-week accounting period at the end of which you must have worked 148 hours (4 weeks’ x 37 hours), pro rata if part time.

WORKING OUTSIDE OFFICE COVER HOURS

Where employees attend evening meetings as part of their normal duties, or regularly work outside of office cover hours, these hours must form part of their normal working week (e.g. 37 hours for full time employees), and arrangements must be in place to ensure that Flexi Time does not accrue.  

All working hours should be recorded on an electronic timesheet.  See the HR page on the Hub for guidance.

Those employees who work part time or job share must talk to their managers to agree how extra hours worked (i.e. attendance at training courses) will be recorded or paid.  It is not always practical for these employees to take time off at a later date within their part time hours and it may be necessary to consider and agree in advance for payment to be made in these circumstances.

CARRYING OVER HOURS

It is important to manage the accrual of flex and therefore a maximum of 8 hours (pro rata if part-time) may be carried over from one accounting period to the next.

Credits in excess of 8 hours may be carried over if agreed upfront with the line manager. 

Guidance:  
Hours should be self-managed to meet both personal and service needs.  There are a series of options permitted in relation to flexible working.  

The flex scheme is designed to allow flexibility in time, enabling employees to take time back when hours are worked over and above an employees contracted hours. However, in exceptional circumstances it may be more appropriate to make a payment for additional hours worked. This must be agreed with the line manager and is at the discretion of the Head of Service. 
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All flex time required is subject to prior approval of the line manager and dependent on operational requirements. In working additional hours and accruing flexi time, a healthy work-life balance should be considered and therefore up to 2 flex days in a 4-week accounting period can be requested. This is in cases where time has been accrued due to working over and above contracted hours of work due to a specific piece of work or project work that has been agreed with the line manager. All flex should be considered in line with service delivery requirements are subject to approval by the line manager. 

Flex leave can be booked in hours if needed. For example, if an employee has accrued 3 hours’ flex, they can book 2 hours of flex. However, if an employee would like to book a flex day then sufficient credit hours (i.e.7 hours 24 minutes or the hours normally worked on that day if part time) must have been accumulated before a flexi day can be booked and taken.

When a whole day flexi‑leave is taken, do not book any times or credits on your timesheet, simply enter "Flex" in the appropriate space.

TIME RECORDING

The time to be entered on the timesheet must be the actual time that work begins (i.e. ready to start work at desk or relevant place of work) not the arrival time at the car park or building.

Every employee should record their start, lunch and finish times on the appropriate timesheet. Times must be recorded using the 24-hour clock.

For meetings away from the normal place of work e.g. business meetings, day seminars and training courses, attendance time and travelling time in excess of that over the employee’s normal journey to work, can be credited as attendance time.

A standard day will be credited for attendance on residential training courses.

A lost record will mean that period will be accounted for as a standard period, after any adjustments for holidays and sickness. 

SICKNESS ABSENCE 

If an employee leaves work due to sickness, time will be credited up to a standard day. 
For example, if a full time employee starts work at 9am and has to go home at 11.30am a credit of 4 hours 54 minutes’ sickness absence will be given and 2 hours 30 minutes worked time.

ATTENDING APPOINTMENTS

One hours of work time will be given for all doctors, dentists, and physiotherapy appointments (including emergency appointments/treatment).  Hospital appointments can be recorded as working time and it may be necessary to provide an appointment letter.

Employees referred to Gloucestershire Counselling Service or Occupational Health appointments via HR, or attending cancer screening or antenatal appointments may record this time as working time.

TERMINATION OF EMPLOYMENT 

Employees leaving the Council’s employment or transferring to a new position within the Council should ensure that credit hours are brought to nil, one week before leaving or transferring.  

No payment will be made for any accrued hours still remaining upon leaving the Council.  Any deficit hours will be deducted from the final salary.

SMOKING 

The Council have a smoke free Policy and all employees are asked to adhere to this. Smoking at Ebley Mill is only permitted in the designated area, around the side of Ebley Mill.

Any time taken to smoke must not be counted as working time.  Records should be adjusted accordingly.

Electric cigarettes (e-cigarettes) are treated for all purposes as normal cigarettes and the provisions covering breaks are the same as for those covering cigarette smoking breaks.

ABUSE OF WORKING HOURS SCHEME

The success of this Scheme depends on trust and unfortunately the Councils Disciplinary Procedure may come into effect if an employee is found to be deliberately abusing this trust.

Any attempt to falsify recorded hours, persistent misuse of the Scheme and recording the arrival or departure of any other employee will be regarded as gross misconduct.
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Disputes and enquiries must be referred to the Unit Manager in the first instance.

EXEMPTIONS

The following services will not operate under the Scheme, and separate working arrangements will apply:

· The Pulse 
· Museum in the Park
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