
Working Arrangements Policy

This policy applies to all North West Leicestershire District Council employees, unless stated otherwise, and will be applied fairly and consistently without discrimination on the grounds of marital status, gender, age, disability, sexual orientation, race, nationality, ethnic or national origins, trade union membership or activity, political or religious belief and unrelated criminal conviction.

This document describes the policy, criteria for applying and identifies important issues when to be considered when adopting formal amended working arrangements within a Service Area of the Council. 

1.
INTRODUCTION

In order to widen access to quality services through flexible methods of delivery and to provide employees with more flexible ways of working, North West Leicestershire District Council is actively building a workforce culture receptive to innovation and flexibility. 

This document looks to improve on current means of working arrangements that will benefit both the Council service delivery and the employee.  

This policy should be read in conjunction with other relevant Council policies such as:

· ICT Data Protection and Security

· Health and Safety

· Disciplinary Policy

· Grievance Policy
· Mobile Phone Policy

· Attendance Policy

This list of related policies is not exhaustive but indicative only.

STATEMENT OF PRINCIPLES

Key issues, supervision arrangements and obligations of the Council when implementing flexible working are as follows:

1.
Service delivery must never be compromised and the aim should be to promote improvements where possible.

2.  
Hours of work can be any time as long as they do not contravene the Working Time Directive, are aligned with service needs and provision and have been agreed with the manager and Human Resources.

3.  
Flexible working is suitable for all employees/jobs unless operational reasons prevent it.

4.  
Flexible working can be requested by the employee or the manager and is required to be mutually acceptable.

5.  
Solutions should be cost effective and in line with current legislation.

6.  
The appropriate Statutory Appeals Procedure or the Grievance Procedure (dependant on circumstance) should be used where an employee wishes to appeal in the case of a flexible working application being unsuccessful.

7.
Part-time workers have protection in law not to be treated less favourably than conventional full-time employees.
8. 
All contract changes are permanent unless agreed otherwise.

The HR team has a key role in facilitating flexible working by providing information to managers and employees on flexible options and advising on their application, consistency across the council and any implications.

The Council is committed to delivering excellent services in the most effective way by employing well motivated and trained employees who have access to all the tools they need to deliver the services.  The Council has recognised that new ways of working have emerged which enable employees to work remotely and in different time patterns. Flexible working enables the Council to improve service delivery and achieve real benefits for the Council, equally flexible working supports work/life balance for employees. Therefore the Council wishes to promote all forms of flexible working where it supports effective service delivery and meets business needs.

The Council will look to encourage and support flexible working where it meets business needs. All requests to work flexibly whether location or time based will be treated equally regardless of the personal circumstance of the employee making the application. 
All flexible workers, whether contractual or informal arrangements exist, will be expected to comply with all Council policies and procedures in particular with regard to data protection, confidentiality, security and health and safety. 

ICT equipment supplied by the Council will be used in accordance with the Council’s ICT Policy and will remain the property of North West Leicestershire District Council.

The aim of the Working Arrangements Policy is to ensure that there are clear guidelines on the roles and responsibilities of all parties when undertaking work on behalf of the authority:

· in a remote location outside of the council premises

· in a contractual agreement where home based working forms part of the terms and conditions of employment for an employee

· in a home location on an occasional homeworking basis that does not constitute a contractual agreement forming part of the terms and conditions of employment for an employee

· at times outside the traditional 9 to 5 and in patterns that vary from the standard 5 days a week working arrangement.
Some roles have been designated as suitable for mobile working and agreement for employees in these roles to work on this basis is assumed. Employees in these roles will be designated contractually as mobile workers 

In other cases, neither every position, nor everybody is suited to the requirements of flexible working and therefore, agreements will be made on a case by case basis taking into account the information provided in the relevant application form 

The Team Manager will be responsible for ensuring that all relevant flexible working issues are properly addressed and continually reviewed.

Employment Conditions

Flexible workers are subject to the same employment conditions and HR policies as all other employees.  

Flexible workers should be managed as office based employees in all areas including: 

· Performance management 

· Career development & training opportunities 

· Attendance at one to one and team meetings

· Terms and Conditions

WORKING ARRANGEMENTS PROCEDURE

There are 2 main ways that an employee could work flexibly; either by changing their location, or by changing their working hours. The following definitions outline each case.

1
DEFINITIONS - LOCATION BASED FLEXIBILITY


In terms of flexibility about the location at which work is carried out, workers can be recognised as Office based, Home based, Mixed Location Based or Mobile. 

It should be noted that an employee can fall into more than one flexible working category i.e. Location and Flexible hours such as Home Worker and compressed week etc.  In such cases the Team Manager will need to follow guidance for each situation. 


1.1
Contractual Home working 



This is an employee who is contractually required to work from Home as their normal place of work. This is where work is carried out on a regular basis for the whole or a significant part of the week, at the employee’s own home which is equipped with appropriate technology. Contractual home workers will not normally be provided with a designated workstation in a Council office. 



When working in the office, a hot desking approach will be used. Home based working is a practical consideration where an individual’s work is self regulated and is discrete to the extent that it can be undertaken outside the office.

1.2
Mixed Location working

This refers to employees who have agreed to work a regular pattern of working in the office and at another agreed site. This pattern would not vary week by week unless by prior agreement with the Team Manager and other affected employees.  A designated desk will not normally be provided in the office but a shared desk would be available for the employee’s use when working in the Council’s office. The employee will be supplied with ICT equipment appropriate to their role in their home. It is the regularity and predictability of home working which distinguishes this category from home working.  To make this option cost effective the employee should work an average of at least 2 days or 40% of their time based at or working from the home base.


1.3
Mobile working 

This refers to an employee who is field based and is often working away from a dedicated base, for example Housing Maintenance Operatives.

This is enabled through the use of information and communication technologies, so that the employee may alternate between his/her contractual base and other suitably equipped locations e.g. nominated council offices/ establishments, home, satellite sites.  They will not normally have a designated workstation in the office but will use hot desks.

1.4
Home working
This is when work is carried out at home occasionally and typically on an ad hoc basis to do a particular piece of work. The employee would retain a dedicated office workstation at their normal place of work or other desk sharing arrangement dependent on team arrangements. However, they would not be provided with the same level of ICT and other support in the home environment. It is the non-regularity and work driven nature of this arrangement which makes it occasional home working. The amount must not exceed on average 20% of the working year.

In order to qualify for Home Working on an ad hoc basis, employees must complete an application form (appendix A)
1.5
Designated desks

Employees who are office based for the majority of their time will be allocated a permanent workspace within the Council Offices.

2
DEFINITIONS - TIME DEPENDANT FLEXIBILITY

For employees working patterns that differ from the traditional; 9 to 5, five days a week there are a number of options. 

For an employee to make a contractual change to their working hours they need to complete a Flexible Working Application Form (Appendix B)
2.1
Flexi-time Scheme
The Flexi-time scheme averages your working hours over 1 month (between 7.00am and 7.00pm per day). 
Please see the full policy for terms of the flexitime scheme (Appendix C) 
2.2
Job-sharing
Job Sharing is an arrangement whereby two part-time employees share the responsibilities of one position. The council no longer appoints employees on a job share basis, but on two part time contracts. This recognises the change in legislation and working practices over recent years.
2.3
Part-time working

Part-time working is a system whereby the employee is contracted to work fewer hours per week than full time.
2.4
Annualised hours

Annualised hours is a system of working under which employees are contracted to work a total number of hours a year rather than a weekly figure.  Working hours can therefore be varied on a daily, weekly, or monthly basis to meet the demands of changing workloads or seasonal patterns – such as Grounds Maintenance Officers and some Leisure Officers.


Within this system the employee's pay does not vary, but is fixed to the number of hours they are contracted to work during the full year. Payment is on 12 equal instalments.


The scheme has benefits to both employer and employee so long as both sides ensure that the spirit and intention of the scheme is honoured at all times.




This method of working allows:-

(i)
the service to make full use of its resources to be both commercially successful and responsive to market demands; and

(ii) the employee to receive a guaranteed basic salary which remains stable throughout the year and on which benefits are assessed (e.g. pension).

2.5
Working Compressed Weeks/Fortnights


This is a system that permits employees to work their total number of contractual hours over fewer working days. Usually a five-day week is compressed into four days or four and a half days, or a 10-day fortnight into nine days.

This arrangement is in place within the Housing Maintenance and Refuse departments.

2.6
Voluntary reduced working time (V-time)

V-time is a system whereby it is agreed that the employee will work reduced hours for a certain period of time, reduce their salary accordingly, and return to their normal hours at the end of this period. Salary, pension, holiday and other benefits are pro rated during this time.


3
THE RIGHT TO REQUEST AND DUTY TO CONSIDER 

3.1
Eligibility

Whilst not all jobs are suitable for regular flexible working, any request will be considered on its merits. Jobs that involve project work, an identifiable output or those providing services within the community may be suitable for working flexibly. 

Jobs that are unlikely to be unsuitable or practical for all types of flexible working are those that provide a direct service to the public at a fixed location, for example staffing a reception area and those that require specialist equipment e.g. customer contact centres. However they may be suitable for some forms of flexible hours such as compressed fortnights and part time work.


3.2
Flexible Working Procedures – Statutory Rights of Employees


Parents, including adoptive parents, of children aged under six or of disabled children aged under 18, and carers of adults, have a statutory right to apply to work flexibly providing they have the qualifying length of service. The employee must have worked for NWLDC continuously for 26 weeks at the date the request is made. The Council has a statutory duty to consider their applications seriously. 


The right enables employees to request to work flexibly. It does not provide an automatic right to work flexibly as there will sometimes be circumstances when the Council is unable to accommodate the employee’s desired work pattern. 

In order to create a flexible working culture, the Council has extended this right to request flexible working to all employees. 

Employees need to complete the application form to apply for any variation to work flexibly
4
DECIDING IF FLEXIBLE WORKING IS APPROPRIATE

In cases where the job has been designated as suitable for flexible working, the selection of flexible workers will be based on assessing the suitability of individuals and the work they are required to undertake and will be subject to line management agreement. The Team Manager and the individual should consider all relevant factors before deciding if flexible working will suit both parties. The final decision on whether to allow flexible working rests with the Head of Service in consultation with HR.

5
RIGHT OF APPEAL


If a request for flexible working is declined, reasons for the decision will be stated to the employee in writing by their Team Manager.  

Appeals made by employees with caring responsibilities regarding their application for flexible working will be dealt with under the Statutory Appeals Procedure. 

The Councils’ Grievance Procedure must be followed for other appeals which will be treated as a grievance within that procedure.


6
EXPENSES
The approach to paying business travel expenses is dependent on the contractual work base as stated in the contract of employment.  


Travel Expenses 


For staff based at home on a contractual basis:  


If you are a permanent home or mixed location or mobile worker where your contract of employment has been changed to show your home as your usual base for work, NWLDC will pay mileage from home.
7
COMMUNICATION 

It is essential that good communication is maintained at all times between the employee and their Team Manager when alternative working arrangements are in place.  The Team Manager and employee should plan and agree how they will communicate effectively with each other.  

It is expected that an employee and their Team Manager will agree work to be completed and deadlines to be achieved.

The Council expects the use of mobile technology to be a key feature in successful alternative working arrangements. This ensures that employees can make contact with the office and other individuals.  Use of mobile phones is in accordance with the Mobile Phone Usage Policy.


8
HEALTH AND SAFETY 


The Council has a duty to ensure the Health, Safety and Welfare of employees and persons not in their employ, who may be affected by a flexible working arrangement as far as reasonably practicable.  Employees with remote based working arrangements have the same duties under the Health and Safety at Work Act as all other employees.  They must take reasonable care of their own health and safety and that of anyone else who might be affected by their actions and omissions.  
   Risk assessments must be carried out before any alternative working arrangements can be carried out. 


Any accidents, whether working from home or in a remote location, must be reported immediately to the Team manager and recorded as per the Council’s accident reporting procedure.
It is part of the flexible workers, especially mobile and home workers, responsibilities to keep their Team Manager informed about the number of hours they work via a flexi sheet. The Team Manager is responsible for ensuring an employee does not exceed the limits set by the Working Time Regulations. This includes any unpaid rest break of twenty minutes if working consecutively for six hours or more. This should be regularly monitored by the Team manager as part of the risk assessment process.


9
DATA SECURITY 

Employees must ensure that information and equipment are kept securely.  In particular, personal and/or confidential material must be kept secure at all times i.e. disposal of confidential documents, locking of the home office/computer etc.  Team Managers must be satisfied that all reasonable precautions are taken to maintain confidentiality of material in accordance with the requirements of the Council's ICT and Security policies.

10
TRAINING AND CAREER OPPORTUNITIES 

         
Managers must ensure that flexible workers are not directly or indirectly excluded from any appropriate training and career opportunities as a result of their employment status.

         
In particular, managers must ensure that employees are suitably skilled in the use of technology.  That they are competent in the use of the required systems, and that they can operate the equipment without direct assistance.  


11
ICT PROVISION

The ICT equipment provided will be based on the needs of the job and the agreed working arrangements not the individual; except in cases covered by the provisions of the Disability Discrimination Act and Health and Safety regulations.

The Head of Service along with the ICT Security Officer will determine the appropriate ICT provision for an employee working from home, this may mean that the Council will either install a broadband connection and pay the monthly charge directly or reimburse the cost of the existing broadband connection at a rate equivalent to the monthly cost to the council of providing a broadband connection not at the rate of the actual cost to the staff member. 

The tax office rules differ in respect of broadband. If the Council installs the broadband this is not regarded as a taxable benefit to the individual. However, if the broadband connection is already in place, and council reimburses the cost of broadband then the payment of the allowance is regarded as a benefit in kind and therefore subject to PAYE and NIC contributions.


12
DEPENDENT CARE


Flexible working is not a substitute for dependent care, especially for young children, the elderly or the disabled. The Council’s Attendance Policy (covering emergency leave) should be referred to in cases of domestic emergency.


13
VARIATIONS


Managers need to be aware that some employees can find that the lack of regular contact with the office does not suit them (and this can affect motivation). This working arrangement must fit the job (the work must be capable of being delivered from multiple locations) but it must also fit the employee’s personal working style and preferences (they must be self motivated and able to organise their time productively). 


New Employees will be recruited to posts that have been advertised with a particular flexibility (mobile place or home based) and applicants must understand that offers of employment are made on the basis that they are able and want to work in this way. 


If the employee requests a change but it remains a criteria of the job, then this should be handled accordingly. If the problem is that the employee cannot work in this way then this is a capability issue and should be handled using the Capability Policy.


However if the working style is now less suitable for the employee because a change in their personal circumstances means that they are less able to work in this way, then the manager should consider making a temporary (or permanent) variation to the existing arrangements. As a reasonable employer, the council will do what it reasonably can to support changes in personal life.


The working arrangement must be reviewed on a regular basis along with other performance measures.

14
START AND FINISHING OF WORKING DAY

The Council will not accept normal commuting time as part of the working day.  

For home based or mobile staff who travel, and who’s work base is home, the working day is assumed to start and finish as soon as they leave or arrive back at home.

15
TERMINATION OF FLEXIBLE WORKING 

The Council may terminate this arrangement at any stage by giving the employee not less than two months notice in writing.

Should the employee wish to cease formal flexible working for any reason, they may apply to the Council in writing, giving two months notice of their wish to be considered for an office-based position.  The Council will consider the application and endeavour to accommodate the request, but does not guarantee that it will be.


TEAM WORKING

All flexible working arrangements should be designed to improve productivity, performance and customer service. Enabling employees to work from a variety of locations will help to increase flexibility in service delivery, as well as offering employees better opportunities for work life balance. 

However, service improvements can only be achieved if flexible working is introduced on a team basis, with all members of the team working together to ensure that flexible working (time and / or location flexibility) is implemented fairly and consistently and does not cause disadvantages or resentment or become inflexible.  It is the Team Manager’s responsibility to demonstrate that they have considered the impact that the proposed flexible working arrangement would have on the rest of the team.

SUPPORT 

Further advice and guidance on the effective implementation of this policy is available from Human Resources team. Any issues not covered in this document should be referred to the HR Manager. 
Supporting Policies and Documentation

· Home Working Policy (APPENDIX A)
· Flexible Working Application (APPENDIX B)
· Flexitime Policy (APPENDIX C)
APPENDIX A
HOMEWORKING POLICY
1.
INTRODUCTION

Home working consists of working at home rather than at the normal place of work. This may be as part of a mixed work / home working pattern.
The purpose of the Home working Scheme is to permit, working at or from home where this is appropriate and in accordance with individual service requirements, and would aim to achieve one or more of the following:

· to provide extra flexibility in working hours providing potential for increased productivity

· to lead to the production of higher quality of work with fewer interruptions

· To improve the quality of work life (morale, personal control of work - families/personal life balance).

And in addition, to achieve one or more of the following:-


· to improve service delivery by e.g. non-interruptible working time, enabling quicker turnaround of tasks and better quality through improved concentration levels

· To provide short-term working continuity arrangements in the event of the invocation of the Business Continuity Plan.

· To reduce sickness absence rates by assisting an employee to return “to work”, (perhaps on a phased return basis) more quickly than might be the case if returning to their normal workplace.
· To facilitate periods of working at home where there is a positive demonstrable significant reduction in travel time / cost to the Council.

2.
ASSESSMENT FOR SUITABILITY

A consideration for home working may be as a consequence of an organisational need or initiative or as a response to a request from an employee.

 In order for home working to be adopted an assessment needs to be carried out. Considerations may include:

 

· Service delivery implications 

· Suitability of the job 

· Cost effectiveness/efficiencies 

· Suitability of the individual employee(s)  

· Impact on other employees/stakeholders 

· Suitability of the working environment

· Applications may be considered from full or part-time employees.

Assessment

The first stage of the assessment needs to relate to the duties undertaken and should be conducted by the appropriate manager in consultation with the employee(s) concerned. The manager must ensure that all staff affected by the proposal has been consulted. It must be demonstrated that the move to home working will not be detrimental to the speed or quality of services provided to the public, internal customers and other stakeholders or detrimental to the work of the directorate or of other employees.

 

The factors to consider when applying in principle include:

 

· The proportion of the work undertaken as part of a team, 

· Whether the work is subject to regular change or variation, 

· Alternative methods of doing tasks that might facilitate home working, 

· The proportion of the employee’s work that can be done at home, 

· Whether current work practices and processes are appropriate for homework. If they aren’t can they be changed to everyone’s satisfaction, 

· Whether the work requires access to specific equipment, tools, materials, or documents and are there practical or cost issues with this requirement, 

· Whether the necessary IT infrastructure is in place or able to be provided by the employee. 

· How line management responsibilities of home workers might be exercised from home, 

· The level of technical or other support to be provided by the home worker to other employees, 

· Confidentiality and Data Protection issues, 

· The suitability of the home working arrangements. 

· All requests must be made and agreed in advance

 

And the factors to consider when requesting to work from home on a specific project are:- 

· Whether the work involves a high degree of written work, 

· Whether work is performed on an individual basis and with clearly defined areas of individual work, 

· Whether work involves clearly defined objectives or has clear performance management indicators, 

· The level of technical support that will be required by home workers; 

· Whether the necessary IT infrastructure is in place or able to be provided by the employee. 

· The level of technical support that will be required by home workers; 

· Whether the work can be carried out without any direct contact with service users, 

· Whether the provision of “office cover” or the establishment of normal office hours is necessary

· Whether service delivery during normal working hours will be impaired, and 

· Whether the workload or working arrangements of other staff will be affected, 

APPLICATION FOR HOME WORKING.

TO BE COMPLETED BY EMPLOYEE

1.
Personal details

Please read the information contained within the Home working Policy before you complete this form. 

	Directorate
	

	Section
	

	Employee Name
	

	Team Manager
	

	Job Title
	

	Current Weekly working hours
	

	Current Working pattern (specify working days).
	

	Specify how frequently you would be seeking to work from home in terms of weekly hours and/or proportion of total working time.
	

	What is the nature of the work that could be undertaken from home? (specify)
	


2.
Further information

Please detail on a separate sheet any further information you consider important to the consideration of your application to homework. This may include consideration of the following points:-

The proportion of your work undertaken as part of a team, 

Whether the work involves a high degree of written work, 

Whether work is performed on an individual basis and with clearly defined areas of individual work, 

Whether work involves clearly defined objectives or has clear performance management indicators, 

Whether the work is subject to regular change or variation, 

Alternative methods of doing tasks that might facilitate home working, 

Whether current work practices and processes are appropriate for homework. If they aren’t can they be changed to everyone’s satisfaction? 

Whether the work requires access to specific equipment, tools, materials, or documents and are there practical or cost issues with this requirement, 

Whether the necessary IT infrastructure or other arrangements are in place and whether the equipment can be provided, 

The level of technical support that will be required by home workers; 

How line management responsibilities of home workers might be exercised from home, 

The level of technical or other support to be provided by the home worker to other employees, 

Whether the work can be carried out without any direct contact with service user, 

Whether the provision of “office cover” or the establishment of normal office hours is necessary, 

Confidentiality issues, 

Whether service delivery during normal working hours will be impaired, and 

Whether the workload or working arrangements of other staff will be affected, 

Suitability of home arrangements. 

The elements of your work that might be undertaken in a home working situation.

Detail any personal ICT equipment that you intend to use when working from home.

 
  

3.
The Home Working Environment

The completion of this checklist will enable you to carry out a self assessment of your home work area. This will form the basis for a discussion with your Team manager.

 

1. Which room in the house do you intend to use as your work base?  E.g. spare bedroom, box room, dining room.

2. Do you believe your electrical wiring is in a safe condition? Yes / No

3. Are there any hazards in your home working environment that the Council should be aware of? – If so detail in the space below.

4. Are you satisfied that you can provide sufficient heating, lighting and ventilation for your own comfort and well being?

 

5. What means of communication do you have in the event of an emergency?

6. Will there normally be someone else in the house, during the working period who can summon assistance if necessary or will separate arrangements be necessary?

7. Is the home used as a place of work by anyone else?

8. Will children or other dependents have access to the work area during the proposed working hours? Please give details and explain how you will manage this.

9. It will be your general responsibility to ensure that any Council equipment and data is stored securely within your home and during transport to/from your home. Outline the arrangements that will be put in place here.  

10. Will you be using a computer when working from home? YES/NO. If so, please confirm that you have completed a VDU risk assessment on the workstation / arrangements and that there are no issues/problems requiring consideration as a result of the assessment.

11. Do you anticipate that there will be noise and distractions when you are working? – If so, describe the source and frequency.

12. Are you pregnant? Yes / No   

If you are pregnant a separate, additional risk assessment must be completed. Please speak to the HR Team for details.

 4.
Contact arrangements
Please explain the contact arrangements that you would seek to apply when working from home.

Details of contact arrangements when working from home.

Landline Number

Mobile Number

E-mail contact address

Full address at which the home working will be undertaken.

Home/mobile telephone number

Is it appropriate to share your contact information? Please explain.

(If for example the applicant only wants specified Council Staff/Clients/ members of the public to have their contact details, then these details should be clearly specified here.)

I confirm I have read and agree to the terms and conditions in the Home working Policy attached. 

Employee signature ………………………… 
Date
…………………………

Please pass this form to your Head of Service (or Manager if you do not have a Head of Service) when complete.

APPLICATION FOR HOMEWORKING  -  TO BE COMPLETED BY THE HEAD OF SERVICE 

I confirm that I have considered the attached application and I have discussed this with the employee.

The following considerations have been noted as being particularly relevant to this application (include views of relevant Managers/Supervisors as needed)

The application is approved / not approved.

Reasons for non-approval. (Please discuss with the HR Team if not recommended for approval)

 

 

 

Head of Service / Manager name

  

 

Signature                                                                                               Date
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APPENDIX B
Flexible Working Application Form 
Carers can use this form to make an application to work flexibly under the right provided in law to help eligible employees care for their children. 

Although under employment law only an employee with a child or children aged 16 or under, or 18 in the case of disabled children or who is caring for an adult has the right to request that their working pattern be amended in order to help them care for their child or the adult, there are occasions when staff not in these categories might wish to alter their working pattern. In order to ensure that these requests are treated in a fair, clear and consistent way it has been agreed that a similar procedure should be used to where there is a statutory right to make these requests.

You should note that under the right it may take up to 14 weeks to consider a request before it can be implemented and possibly longer where difficulties arise. You should therefore ensure that you submit your application to the appropriate person well in advance of the date you wish the request to take effect.

It will help us to consider your request if you provide as much information as you can about your desired working pattern. It is important that you complete all the questions as otherwise your application may not be valid. When completing sections 4 & 5, think about what effect your change in working pattern will have both on the work that you do and on your colleagues. Once you have completed the form, you should immediately forward it to the Head of Human Resources. (you might want to keep a copy for your own records).The Council will then have 28 days after the day your application is received in which to arrange a meeting with you to discuss your request. A meeting may not always be necessary if your request is straightforward and management can readily agree to it. If the request is granted, this will normally be a permanent change to your terms and conditions. However management reserves the right to initially agree to a temporary period in order to make a judgement as to whether the changed arrangements are satisfactory for both the employee and the organisation.

I would like to apply to work a flexible working pattern that is different to my current working pattern under my right provided in law. I confirm I meet the following of the eligibility criteria as: (please tick all those that apply)

	I have responsibility for the upbringing of either a child under six or a disabled child under 18.
	
	

	 I am:

– the mother, father, adopter, guardian or foster parent of the child; or

– married to or the partner of the child’s mother, father, adopter, guardian or foster parent
	
	

	I am making this request to help me care for the child.


	
	

	I am making this request no later than two weeks before the child’s sixth birthday or 18th birthday where disabled.


	
	

	I have worked continuously as an employee of the Council (or previous Local Government employer) for the last 26 weeks.


	
	

	I have not made a request to work flexibly under this right during the past 12 months.
	
	


	1. My current  working pattern is:- (days/hours/times worked):




	2. The working pattern I  would like to work in future:- (days/hours/times worked):




	3. I would like this working pattern to commence from:-




	4. Impact of the new working pattern

I think this change in my working pattern will affect my employer and colleagues as follows:




	5. Accommodating the new working pattern

I think the effect on my employer and colleagues can be dealt with as follows:




	Name


	
	Date


	Signed




Please return the completed form to:-

Human Resources Manager

Council Offices 

Coalville

Leicester

LE67 3FJ

APPENDIX C

Flexi-time Scheme 
The Flexi-time scheme averages your working hours over 1 month (between 7.00am and 7.00pm per day). 
An employee who accrues excess hours can take time off up to 14.5 hours per month (pro rata)
Please see below for terms of the flexitime scheme.

Definitions
c) Bandwidth – the total time span during staff may work.
d) Settlement Period – the period during which the total hours worked will be compared with standard contractual working hours.
e) Carry Forward – the difference between contractual hours and the hours actually worked during the settlement period. It can be either credit or debit.
f) Flexi-leave – the time off which may be taken against a credit carry forward.
g) Standard Working Day – the contractual hours workable 
1. Working Hours
1.1 The daily bandwidth is from 07:00 hours to 19:00 hours

1.2 Core time is from 10:00-12:00 and 14:00-15:30. These are the hours when employees are expected to be working unless they have made prior arrangement i.e. annual leave or flexi leave. Any variation to this must be in agreement with the Head of Service.

1.3 A minimum of ½ hour lunch break must be taken during any working day that exceeds 6 hours. A lunch break must not exceed 2 hours.
1.4 
The settlement period will be a period of four consecutive weeks during which a credit carry forward of 14.5 hours and a debit of 7.25 hours will be allowed. Prior approval to the taking of flexi-leave must be obtained from the Team Manager or Team Leader to ensure adequate office cover is maintained.
1.5 
In the case of absence during a working day due to unforeseen emergencies, e.g. sickness, a credit will be allowed equivalent to the greater of the standard day or actual hours worked.
2. METHOD OF RECORDING
2.1 
All the time will be recorded in hours and minutes on the basis of the hour clock, on an excel spreadsheet covering each settlement period. These spreadsheets can be downloaded from iNet.
2.2 
All entries must be made at the time of the event recorded and the log sheet kept at the place of work. Detailed administrative and supervisory arrangements will be laid down by the Team Manager.
2.3 Log sheets must be completed by all staff whether participating fully or not within the scheme. Where this is not available, other methods of recording time will be used.
2.4 If an employee thinks their hours will vary from this scheme they must speak to their Manager prior to carrying out the work.

3. ELIGIBILITY
3.1 
All salaried staff will be eligible, subject to 3.2 below, except for superintendents, assistant superintendents and depot staff, whose hours of work are tied to the employees under their supervision. However to assist those employees with their work life balance, employees are reminded of the flexible working application process and consideration will be given to their circumstances.
3.2 
Eligibility will be subject to the requirements of the Team Manager regarding minimum manning levels at any one time to ensure maximum operational efficiency of the Council’s services.
3.3 Staff may opt out of the scheme at the end of any settlement period subject to their being no debit carry-forward at the time and may, with the prior consent of the Head of Service, re-commence at the beginning of any future settlement period. Staff not participating must continue to complete log sheets as laid down in para. 2.3

4. GENERAL CONDITIONS
4.2 
Any abuse of the scheme will be dealt with in accordance with the Disciplinary Policy and Procedure.

4.3 
The right of appeal of any member of the staff against any decision taken in accordance with the terms of the scheme will be as laid down in the grievance procedure.
GUIDE TO THE USE OF THE FLEXITIME SYSTEM
· Staff are reminded that the Flexible Working Hours Scheme must work for the Council as well as the individual. 

· Time should be recorded to the nearest 5 minutes.

· Medical visits should be undertaken outside core time whenever possible. When recording time for a medical visit, it must be from your normal starting time to when you return to work or from the time that you leave work until your normal finishing time. You may not credit more than your daily contracted hours for a day when a medical visit has been taken.

· A standard day for recording purposes for holiday, sickness or training leave is 3.40 for a half day and 7.15 for a full day.

· Staff are not required to be in credit before taking flexi leave however the limit of a 7.25 hour debit carry forward must not be exceeded.

· The scheme has a maximum carry forward of 14.5 hours. Hours in excess of this are lost. If a person’s work requires significant extra working, the Team Leader should consider making a one off arrangement for time off in lieu to be made for specific periods of work. These should be recorded separately to flextime working. Under no circumstances should employees be permitted to carry forward more than 14.5 hours. If an employee works more than the 14.5 hours, then other arrangements must be made to manage the additional hours.
· Employees may only take one complete flexi day per month. Hours in excess of 7.25 should be used to reduce the working day, take longer lunches etc.

· Employees should not book an eye test appointment in core time and should avoid where possible making other medical appointments during core time. 
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