University
/4 of Suffolk

FLEXI-TIME SCHEME

Support Staff, Band 1 - 4

Brief Description (max 50
words)

This framework is designed to align the University of Suffolk's
business needs with supporting staff in balancing work de-
mands with personal responsibilities. It provides a structured
approach to achieve flexibility for both the institution and its em-

ployees.
Version Number 2.2
Document Reference PODO019

Policy Dept

People and Organisational Development (POD)

Equality Impact Assessment

Equality Impact Assess-
ment

This document has been assessed for equality impact on the
protected groups, as set out in the Equality Act 2010. This Policy
is applicable as outlined in the ‘scope’ irrespective of age, disa-
bility, sex, gender reassignment, pregnancy, maternity, race
(which includes colour, nationality, and ethnic or national ori-
gins), sexual orientation, religion or belief, marriage, or civil part-
nership.

Flexi-Time Scheme

Version: 2.2

Issued: November 2021
Review due: November 2024



https://ccucsac.sharepoint.com/:b:/s/EqualityImpactAssessments1/EW7YgDF6lTBAiHK8JRK7EbYBqLSxWd_Life7kehUCtTDrA?e=nWumuQ
https://ccucsac.sharepoint.com/:b:/s/EqualityImpactAssessments1/EW7YgDF6lTBAiHK8JRK7EbYBqLSxWd_Life7kehUCtTDrA?e=nWumuQ

Amendment History

Version | Date Reviewer Name(s) Summary of changes

2.1 November | Ataylia Clarke Update of template
2024

2.2 January Angie Smith Updated Template
2025

Flexi-Time Scheme

Version: 2.2

Issued: November 2021
Review due: November 2024




Contents

1 INEFOAUCTION .ottt e et e e e e e e e e e e e e e e e
2 0] 1= S
3 Period Of CAlCUIALION ....coiiiiiiiiiiieie e
4. HOUI'S OF WOTK ..ttt
5. WOTKING LIMEBS L.ttt e e e e e et e e e e e e e e e e ettt e e s e e aeeeeestta e e aeeaeeaennnes
6. LUNCHN BIEAKS ...ttt e e e e e e e e e e
7. Carry Forward (Credit/DEDIt) ...... ... . e
8. FIEXI-LBAVE. ...ttt e e
9. RECOIAING OFf NOUIS oo e e e e e e e e e e e e e e et e e e e aeaeennees
10, SICKNESS/ADSENCE....oiiiiiiiiiiiieeeee ettt ettt et
11.  Annual/ComMpPasSSIONALE [EAVE .......coviiiiiiiiiiiiiiiiieeeeee ettt
12. Doctor/Dental/Hospital appointmMeENntS......cccooiiiiiiiii e
R @ V=T o ¥ 11 =P PP PP PPPPPPPPPPP
I Ofo ] o 1 = \VZ =T o LU o PRSP PP PP PPPPPPPPPPP

Flexi-Time Scheme

Version: 2.2

Issued: November 2021
Review due: November 2024



1. Introduction

This framework has been developed in order to assist in meeting the business needs of University
of Suffolk and to help meet the needs of staff seeking to balance work requirements against the
demands placed on them outside of work.

The success of a scheme of this nature depends on the co-operation of staff and managers. Work
life balance is a two-way street and there needs to be give and take on both sides.

The Flexi-time scheme is managed in line with minimum legislative requirements including, but not
exclusively:

e The Working Time Regulations (as amended) 1999 and additional provisions for Young
Workers (under 18 years)
e Health and Safety at Work etc Act 1974

This policy does not form part of your contract of employment, and we reserve the right to amend
or withdraw it at any time.

2. Scope
This policy applies to:
e University of Suffolk employees (Bands 1 — 4)

Should service conditions apply to any part of this policy, this will be detailed as rele-
vant.

3. Period of calculation
Flexi-time is calculated over a 4-week period.

4. Hours or work

The standard working week for staff on Bands 1 - 4 is 37 hours per week. The standard working
hours total in a four-week period is 148 hours.

A standard day for flexi time purposes is 7 hours 24 minutes.

A standard half day for flexi-time purposes is 3 hours 42 minutes.

5. Working times
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Staff who are able to take part in the scheme may choose their own start and finish times, within
reason, and must have the prior consent of their manager. Without manager consent and aware-
ness of working hours, flexi-time may not be honoured. It is important to work within the spirit of the
scheme and for both Managers and staff to reflect on the needs of the relevant area of work, the
impact on service users and other team members, taking care not to unreasonably disadvantage
staff with parental or carer responsibilities who may be trying to balance work demands against do-
mestic needs.

University premises are open 24/7 to provide a flexible and accessible learning environment.
Therefore, staff are usually able to access the buildings at any time. However, access to attend for
work may be restricted by managers at certain times for reasons of security, IT availability, continu-
ity of service or other practical reasons within your work area. Individuals should therefore discuss
the practicability of the hours they wish to work with their manager and gain prior approval.

In line with current rules on Working Time, staff will be expected to take a break of at least 11
hours between finishing work on any given day and commencing work the following day.

In certain cases, members of staff may on occasion be required to travel for work and possibly stay
overnight. In these circumstances, instead of getting normal breaks, they are entitled to ‘compen-
satory rest'. This is rest taken later, ideally during the same or following working day, although
some rest may come slightly later than normal.

6. Lunch breaks

A minimum break of 20 minutes must be taken. These are non-work times, which will not count to-
wards flexi-time worked. Individual lunch breaks should be agreed locally within teams.

7. Carry Forward (Credit/Debit)

It is encouraged that staff should take their flexi-time in the same 4 week period as it was accrued
however staff working the University of Suffolk Flexi-time Scheme may carry forward from one 4-
week period to the next a credit of up to 15 hours or a debit of up to 5 hours. If a staff member reg-
ularly carries forward excess credits or debits, the privilege may be withdrawn and staff required to
work fixed hours.

8. Flexi-Leave

Staff may accrue flexi-time in order to take flexi-leave. Prior approval for leave of this nature must
be obtained from line managers, in the same way as approval for annual leave is sought.

Flexi-leave may be taken as full or half days.

Up to 2 days’ flexi-leave may be taken in any one four-week period (subject to approval).
9. Recording of hours

Staff choosing to work flexible hours will record their working times on a weekly form, for authorisa-
tion by their line manager. Recording forms/spreadsheets are available from the People & Organi-
sational Development Team.
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10. Sickness/Absence

Staff absent due to ill health will be credited with standard day(s) or half day(s) for the period of
their absence. Where absence occurs part way through a day, the remainder of a standard day will
be credited.

11. Annual/compassionate leave
A standard day (or half day) credit will be recorded for each day (or half day) of leave taken.
12. Doctor/Dental/Hospital appointments

Wherever possible these should be taken outside of working hours; no credit will be given. In the
case of ante-natal appointments, or appointments arising from a declared disability, a credit will be
granted for hours missed.

13. Overtime

Enhanced hourly rates for overtime working may still be paid in respect of additional hours worked
in excess of 37 per week, in exceptional circumstances. Such hours will not count towards the flexi
hours total. In exceptional circumstances, managers may agree to the conversion of excess flexi
time into overtime hours; depending on the circumstances of each case, such hours may be paid
at plain time or enhanced rates.

14. Contraventions

The arrangements set out here are a demonstration of the trust the University places in its staff. If,
however, a member of staff fails to follow the spirit of the scheme, or regularly carries forward ex-
cess debits or credits, the privilege may be withdrawn and staff required to work fixed hours. Delib-
erate falsification of hours under this scheme is a disciplinary offence, which may be regarded as
gross misconduct.
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