
HR40 – Flexible Working 6.3 

Guidance on the use of Flexi-time as part of the Flexible Working Policy 

1. Hours of Duty 

Core working time falls between 10am and 12md and 2pm and 4pm Monday to 

Friday with a minimum of 30 minutes and a maximum of 2 hours lunch break 

taken between 12md and 2pm. 

 

Each member of staff will have discretion within agreed limits to work at times of 

their choosing but all departments must endeavour to have adequate staffing 

levels during the working day. 

 

Any balance outstanding must be worked within the hours of 10am -12md and 

2pm -4pm.  The period between 8am and 6pm is known as the bandwidth.  

During this period staff must up their working week.  Working outside the 

bandwidth will only be allowed if authorised by the direct line manager or their 

delegated deputy. 

 

2. Personal Appointments 

Members of staff making appointments with their GP, Dentist or Optician etc are 

expected to ensure wherever possible these take place outwith core times. 

On occasions it may be necessary to make these appointments during core 

times for example hospital appointments which are not within the control of the 

individual.  The appointments will be regarded as time on duty but must 

nevertheless be sanctioned by the line manager and recorded as ‘absent on 

business’ 

 

If an appointment is likely to be for more than half a day, it should be taken as 

special leave and, as such, be authorised by the individual’s line manager. 

 

3. Settlement Period 

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

year. 

Debit or credit up to 7.5 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. Prior notice of time off in lieu should be given to the 

line manager in order to maintain staffing levels. 

 

 



 

 

4. Record of Hours Worked 

Each employee will use their departments appropriate documentation/system to 

record their own time when starting or leaving work, including lunch breaks.  At 

the end of each day an employee should enter the total time worked. 

At the end of each week/month a copy of the flexi recording sheet should be 

submitted to the appropriate manager or their deputy. 

 

5. Treatment of Authorised Absences 

Absences through sickness, attendance at courses, annual leave and other leave 

of absence with pay will be regarded as 7hours 30 minutes per day.  The hours 

of authorised absence should be entered on return.  For the purpose of 

recording, a half day will be defined as 3 hours 45 minutes. 

 

6. Leave 

For annual, compassionate, sick leave etc time will be credited on the record 

sheet on the basis of one full day or half day of the working week. 

 

7. Overtime 

Staff who are required  by their manager to work more than their full time hours 

(or the full time equivalent for part time staff) will be entitled to overtime rates.  

For hours worked up to between 8am and 6pm staff may chose either to accrue 

lieu time or claim overtime payment.  Hours worked before 8am and after 6pm 

will attract normal overtime rates according to NHS terms and conditions of 

service. 

 

8. Part-time Staff 

This agreement will also apply to part-time staff with relevant changes to working 

times. 

 


