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Amendmenis

As a result of the merger of IS&T and Library, and the resulting harmonisation of the two flexi
schemes in operation, the following sections have been amended: 4.1, 4.2, 4.11, 4.13, 5.2, 54
(Aug 2011)

1. INTRODUCTION

1.1 The University supports the principle that staff should enjoy a work-life
balance. The University seeks to establish a scheme that creates a mutual
benefit for staff and the organisation, recognising both the operating needs of
the University services, whilst at the same time allowing for a degree of
flexibility in working patterns in order that staff may accommodate other
commitments and interests outside work.

1.2 It is a fundamental requirement of the Flexitime Scheme that the efficiency of
the IST&L Unit and the levels of service provided are maintained. Staff are
expected to cooperate to ensure minimum staffing levels are maintained
during the normal working day, including the lunch period and other breaks, to
facilitate contact with internal and external customers.

1.3 Working within the framework of a 36 hour 15 minute week, the Flexitime
scheme enables staff to organise their working hours by mutual agreement, in
such a way as to allow some degree of freedom as to when they work.

1.4 For times, other than those fixed times where staff are scheduled to operate a
service and must be present, the flexitime scheme removes the concept of
lateness.

2. PRINCIPLES

2.1 The Flexitime Scheme will operate within a number of guiding principles as
follows:

2.2 The Scheme applies to all IST&L staff subject to the demands of the service
and management requirements. This will mean that certain posts, or groups
of posts may be excluded or restricted within the scheme where attendance
for the standard working day or part of the working day is imperative (for
example, where staff are recruited for specific hours or shifts). However,
exceptions will be limited, and the scheme will be applied as widely as
possible.

2.3 The Scheme applies equally to part-time staff. Precise operational
arrangements will need to be determined by agreement with the Head of
IST&L, with advice from the Human Resources Manager to ensure a
consistent application of the Scheme, irrespective of individual work patterns.

2.4 It is primarily the individual's responsibility to ensure that, on average, they
work for the 36 hour 15 minute per week expected.

2.5 There will be opportunities for staff to work longer hours on some days,
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subject to workload requirements, thereby accumulating credit time.

IS&T Managers are responsible for administering and managing the Flexitime
Scheme within their own areas of responsibility.

For the purpose of the flexitime system the IST&L managers responsible for
operational areas are: team leaders, Network and Systems Development
Manager, Head of IS&T, Library Manager

The Scheme will operate in accordance with the Working Time Regulations
which sets out a maximum weekly working time of 48 hours including
overtime, and rest breaks where the working day is longer than 6 hours.

In respect of staff aged 16 to 18, the Regulations stipulate that there must be
a minimum rest break of 30 minutes where the working day is longer than 4
hours.

SCHEME APPLICATION

The success of the Scheme depends on the common sense and goodwill of
both staff and managers/supervisors. Staff will arrange their working time with
due regard to their own workload and that of their team and the IST&L unit,
and will be expected to avoid large fluctuations in the distribution of their hours
of work.

It will be necessary for discussions to take place between individuals, teams
and line managers to mutually agree working patterns for the team, which will
facilitate satisfactory cover during standard service hours. Whilst the Scheme
does not specify those times when staff must be present. it is essential for
managers/team leaders and teams to work together to plan satisfactory levels
of cover in order to provide an effective service. The manager/supervisor will
ultimately be responsible for the efficient operation of the service.

SCHEME OPERATION

The Working Week

The working week of 36 hours 15 minutes will operate within a system band
width of between 7:30 am to 9:15 pm, with a minimum lunch break of 30
minutes. However, this is the electronic system bandwidth only, and Teams
Leaders will set the appropriate bandwidth times within their team operations
to suit the needs of their service. For example, where the team bandwidth
starts at 8:00am, members should NOT clock in before 8am. Time
accumulated outside the team bandwidth will normally be discounted from
credit hours.

Core Hours

Core hours are the times at which it is expected that staff will be in work,
unless flexi leave has been agreed or there other reasons for absence. Core
hours exist to enable the team leader to be able to predict and plan staffing
levels. Core hours will be determined in consultation with the teams
depending on the activities and rotas that need to be covered. For this reason
the team core hours may be reviewed and adjusted to achieve a balance
between flexibility and predictability. The core hours for each team are






