Appendix A1

Flexi-time Guidance

1. Hours of Duty

Core working time falls between [enter time] each [enter days of week]

with a minimum of 20 minutes and a maximum of two hours lunch break,

taken between [enter times].

Employees have discretion within agreed limits to work at times of their

choosing but all services must endeavour to have adequate staffing

levels during the working day.

Any balance outstanding must be worked within the hours of [enter times

for morning and afternoon core times]. The period between [enter

earliest and latest times for start and finish] is known as the bandwidth.

Employees will normally work their contracted hours during this

bandwidth, and working outside this bandwidth will only be allowed if

authorised by direct line manager [or other named person].
2. Personal Appointments

Employees making appointments with GPs, dentists or opticians etc are

expected to ensure that wherever possible these take place outwith core

times.
On occasions it may be necessary to take these appointments during

core time as hospital appointments, for example, may not be within the

control of the individual. These appointments will be regarded as time on

duty but must nevertheless be authorised by the departmental manager

and recorded as ‘absent on business’.
If the appointment is likely to be for more than half a day, it should be

discussed and authorised by the individual’s departmental manager.
3. Settlement Period

The settlement period will be four weeks and there are 13 such periods

in a year.

Debit or credit up to [enter number of hours] may be carried forward to

the next settlement period. During the settlement period a whole day or

two half days may be taken off in lieu of credit accumulated or in

anticipation of credit to be accumulated during the settlement period.
