FLEXIBLE WORKING POLICY
(Replaces Policy No. TP/WF/214 V.3)

POLICY NUMBER
POLICY VERSION
RATIFYING COMMITTEE
DATE RATIFIED
DATE OF EQUALITY & HUMAN RIGHTS
IMPACT ASSESSMENT (EHRIA)
NEXT REVIEW DATE
POLICY SPONSOR
POLICY AUTHOR

TP/WF/214
V.4
Trust Partnership Forum
April 2020
April 2020
April 2023
Director of HR & Organisation Development
Head of ER & Business Partnering

EXECUTIVE SUMMARY:
Staff are increasingly seeking flexible ways of working for a broad range of reasons, such as to
accommodate caring responsibilities, childcare, studying, volunteering, hobbies or social
activities.
Offering and advertising flexible working opportunities is one of the ways the Trust can attract
and retain a diverse workforce. By demonstrating a genuine commitment to flexible working,
prospective and existing employees are more likely to feel valued as individuals, which can lead
to higher levels of staff engagement and job satisfaction.
This policy sets out a range of options that enable employees to seek to alter their working
hours to reflect their changing needs and responsibilities outside of work and changing
personal circumstances, whether these are permanent or temporary.

If you require this document in another format such as large print,
audio or other community language please contact the Corporate
Governance Office on 0300 304 1195 or email:
policies@sussexpartnership.nhs.uk
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1.0

Introduction

1.1

Guiding principles of our workforce policies

We are committed to improving staff experience and wellbeing, making sure our staff feel
valued, supported and cared for. As part of this we want to do everything possible to ensure
our policies are progressive, easy to understand and are used and applied in a fair and
meaningful way. We also want to ensure our policies support staff even in difficult or
challenging circumstances, facilitating decisions being made with transparency and
impartiality.

1.2

Purpose of policy

The Trust recognises that a better work-life balance can improve employee motivation,
performance and productivity, and reduce stress. Therefore the organisation wants to support
its employees achieve a better balance between work and their other priorities, such as caring
responsibilities, domestic life, leisure activities, further learning and other interests. The
organisation is committed to agreeing any flexible working arrangements, provided that the
needs and objectives of both the organisation and the employee can be met.
Whilst there is no statutory duty to agree automatically to an individual’s request for flexible
working, it is the Trust's policy to encourage open discussion with employees. An employee
who thinks they may benefit from flexible working is encouraged to arrange an informal
discussion with their line manager to discuss possible options.
The Trust is committed to providing patterns of employment that will enable staff to feel a
greater sense of control over their working life and support staff in maintaining a healthy
balance between their working and private lives. In so doing, this policy complies with current
legislation and has been formulated in accordance with ACAS guidelines.

1.3

Definitions
•

Part-time working: This is working anything less than full-time hours, i.e. 37.5 hours
per week.

•

Annualised hours: This is a system in which the employee works a certain number of
hours over the whole year, but with a certain degree of flexibility.

•

Term-time working: This is where an employee does not work during the school
holidays, but their pay is paid equally throughout the year.

•

Job sharing: A form of part-time working where two people share the responsibility for
a single job between them.

•

Flexi-time: This allows employees to choose, within certain limits, when to begin and
end work.
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1.4

•

Self-rostering: This is where a team has some flexibility to organise their own shifts
within clear agreed guidelines of acceptable staffing level.

•

Working from home: This is where employees spend time regularly working from
home. A separate policy, Home Working Policy covers this type of flexible working.

•

Time off in Lieu (TOIL): This is time off which employees are authorised to take in
lieu of (i.e. instead of) overtime pay for time worked in addition to contracted hours
by agreement with their line manager.

Scope of policy

The policy shall apply to all Trust employees irrespective of age, disability, race, nationality,
ethnic or national origin, sex, gender, marital or family status, pregnancy and maternity,
domestic circumstances, religious belief or similar philosophical belief, sexual orientation,
social and employment status, HIV status, physical appearance, gender identity, political
affiliation or non/trade union membership, grade or profession.
Whatever form of flexible working is undertaken, and particularly when the work is part-time,
it is important that every employee has the same access to career development, training
opportunities, participation in team activities and performance reviews. For part-time workers,
the general principle for pay, pension and any other employment benefits is that these apply
pro rata to the hours worked.
Flexible working patterns enable people to continue to work when they are unable to fulfil the
demands of full-time work because of caring or other responsibilities. They can also attract
people who are qualified and able to work but who are not interested in working full-time. The
working patterns outlined in this policy which support reduced hours working are defined in
Section 1.2 above.
As the policy applies to all employees, care should be taken when applying it to non-Agenda
for Change staff whose full time working hours and leave entitlements may differ from those
used as examples in this policy. Please refer to Human Resources for advice if in any doubt
as to how to apply the policy.
Some of the working patterns outlined in this policy may involve a management-led move to
new patterns of working across most or all of a team (e.g. self-rostering, flexi-time). Others
may be initiated by just one or two people, faced with changes in their own domestic
circumstances.
2.0 Duties and responsibilities
The Trust is responsible for promoting the benefits of flexible working to its workforce and will
aim to meet as many requests as possible, whilst maintaining safe and therapeutic services.
•

The Director of Human Resources & Organisational Development is responsible for
promoting the policy regularly reviewing the effectiveness of the policy and ensuring it is
up to date.

•

Other directors, senior managers and heads of departments are responsible for the
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effective promotion and implementation of this policy within their directorates.
•

Managers involved in implementing organisational change are responsible for ensuring
this policy is followed and its principles adhered to.

•

Human resources managers and advisers will provide advice, guidance and support on
the content and operation of this policy.

•

Trade union representatives will work in partnership with the Trust regarding proposed
flexible working requests, and attend meetings where requested.

•

All employees should role model the Trust’s position that flexible working is a positive
way for some colleagues to address their health, wellbeing and work life balance.

2.1

Trade Union Representatives

Trade union workplace representatives, otherwise known as stewards, are elected
representatives whose role includes representing members both individually and collectively. All
stewards have basic training in representation and access to regular training courses. They can
gain support, advice and information from their branch, paid union officials via their regional
offices and their union’s online resources. Stewards are bound by the rules and governance
structure of their union and are expected to keep up to date with relevant training

3.0

Procedure

The Flexible Working Procedures are detailed in appendix 3.

4.0

Flexible working

4.1

Eligibility to make a request

To be eligible to make a request under this policy, a person must:
4.1.1

In all cases

4.1.1.1
4.1.1.2

be an employee
have worked for the Trust continuously for 26 weeks at the date the
application was made; and
not have made another application to work flexibly under the right
during the previous 12 months. See 5.1.3 for exceptional
circumstances.

4.1.1.3

4.1.2 The kinds of changes that may be requested are
4.1.2.1
4.1.2.2
4.1.2.3

a change to the hours that you work
a change to the times that you work
working from home for some aspects of your role.
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4.1.3 In exceptional circumstances, where an individual’s needs change, the Trust will
consider a second request for a change to working pattern within any 12 month
period.
4.1.4 If the barriers in the service to accommodate a request are no longer present, the
manager will invite the individual to submit a second request regardless of the time
period.
4.2

Procedure for making a request

4.2.1 In the first instance if you are thinking about changing your work pattern you should
speak to your manager and explore what possibilities and opportunities may be available.
You should then set out your request in writing using the form in Appendix 2, giving
alternatives if you have them, for the way you would like to work. If possible you should
also state how you think the request can be accommodated in your department/ area of
work. You should also state the date that you would like the new ways of working to start
from.
In usual circumstances the employee should formally apply to their manager in writing;
giving at least 8 weeks’ notice of the date they require the request to be effective.
4.3

Procedure for considering a request

4.3.1 Managers have a legal duty to consider applications and establish whether the work
pattern can be accommodated within the needs of the service. There is also a legal
responsibility to consider applications from employees with a protected characteristic
(age, disability, gender reassignment, marriage and civil partnership, pregnancy and
maternity, race, religion and belief, sex, and sexual orientation) to ensure that there is
no direct or indirect discrimination. Please contact the HR Department for further advice
should this be required.
4.3.2 Aside from the legal duty managers should role model the Trust’s position that flexible
working requests should be welcomed as a way of employees having more control over
their work life balance and health and wellbeing.
4.3.2 In normal circumstances the employee should formally apply to their manager in
writing; giving at least 8 weeks’ notice of the date they require the request to be
effective. The manager should arrange to meet with the employee within 28 days of
the request being received. The manager may invite a member of the HR Department
to be present but this is not necessary at this stage. The employee is entitled to be
accompanied at this meeting by a trade union representative or, a colleague who is
an employee of the trust. Each application should be considered objectively on this
basis and discussed with an appropriate member of the HR Department.
4.3.4 The meeting should give the opportunity to both parties to discuss the desired work
pattern in depth and consider how it can be accommodated.

4.3.5 If the request is seen as difficult to accommodate within the needs of the service, other
solutions should be considered. This should include considering an agreed short-term
trial period to see if the arrangements are possible to be accommodated within the needs
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of the service. If this is agreed, the date for the final decision about whether flexible
working can be accommodated will be extended to the end of the trial period.
4.3.6 There may be an occasion when a manager receives a request for flexible working which
cannot be granted due to a significant number of employees in the department already
working flexibly. When this happens it would be good practice to review all the flexible
working arrangements in the department.
4.3.7 Managers should meet with all relevant employees individually to see if a solution can be

found – it may be, for example that the employees will be willing to compromise in a way
that enables you to agree to more requests.
4.3.8

The manager will respond to the employee’s request detailing a written decision
normally within 14 days of the meeting to let the employee know the decision. This
time limit can be extended if both parties agree. If the request can be accommodated,
the written decision should specify the contract agreed to, and the start and end
dates, if not a permanent change. A contract amendment form (CAF) should be
completed to this effect.

4.3.9

Managers can decline a request if there are good grounds for doing so; however they
should explain these reasons fully in writing. The reasons should fall into one or more
of the following statutory grounds for refusal:
•
•
•
•
•
•
•

Burden of additional cost
Detrimental effect on meeting service user/customer demand
Inability to re-organise work amongst existing staff
Detrimental impact on quality or on performance
Insufficiency of work during the proposed work period
Planned structural change
Inability to recruit additional staff

Where a flexible working request is rejected, and this results in the employee resigning their
post, the manager should refer them to the Recruitment Team to check whether there are other
vacancies an employee could be considered for which might support them to remain in the
Trust.
4.4

Appeals procedure

4.4.1 If the employee is not happy with the final decision, they can appeal the decision by
writing to the service director or next level of management within their own directorate
within 14 days of receipt of the letter confirming the outcome of the manager’s decision.
This should include an explanation of what factors the employee felt should have been
taken into consideration and what factors they felt were not taken into consideration or if
they feel have been treated unfairly in some way. Please see below for further details
4.4.1

The manager receiving the appeal will be required to hold a meeting with the
employee and where possible this will be held within 20 working days of the appeal
letter being received. The employee is entitled to be accompanied at this meeting by a
trade union representative or a colleague who is an employee of the trust. The service
director will write to the employee saying what the decision is within 14 days of the
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meeting.
4.4.2

If the employee misses two appeal meetings without good reason, the appeal will be
treated as withdrawn.
The grounds for appeal should cover one or more of the reasons below:
•
•

Process failure occurring during the application process
Evidence of inconsistencies with the decision making process

4.4.4 The appeal panel will comprise of a, a senior manager and an HR
representative not previously associated to the case and the decision. The decision on
the appeal panel is final and no further appeals are permitted.
4.5

Additional information

4.5.1

In some cases the manager and employee may conclude that a permanent change to
a contract is not the best solution. This might be the case where an employee is
caring for someone with a terminal illness, or where a child is starting school and is
attending for reduced hours for an initial period. Managers may be able to agree
short-term flexible working arrangements in such circumstances, clearly outlining the
end date and future arrangements.

4.5.2

It may be more appropriate in certain situations to agree a trial period for individual
flexible working arrangements. All trial periods should have a review date agreed and
documented

4.5.3

All copies of formal documentation detailing this decision will be retained in the
employee’s personal file in the HR department.

4.5.4

All flexible working requests should be reviewed at least annually during appraisal to
ensure that the flexible pattern is working for both parties.

4.5.5

The Trust reserves the right to withdraw such arrangements in line with changes to or
requirements of the service. This will be done in consultation with the member of staff
e.g. as part of a management of organisational change process.

4.5.6

Any member of staff subject to redeployment or reorganisation will need to make a
formal flexible working request to the new service as the Trust cannot guarantee that
flexible working arrangements can be transferred. This should be raised, discussed
and documented at the 1:1 meetings, which form part of the redeployment or
reorganisation process.6.0.

5.0 Development, consultation and ratification
This policy has been updated from the 2018 policy. Consultation on the updated policy took
place with relevant departments within the Trust, Staff Side and management colleagues
prior to ratification by the Trust Partnership Forum.

Page 8 of 26

6.0 Equality and Human Rights Impact Analysis
An Equality and Human Rights Impact Analysis was completed and the recommended
changes were integrated within the policy.
7.0 Monitoring compliance
This policy is intended to be non-discriminatory and promote fairness and equity in the
treatment of individuals and good employee relations. Use of, and compliance with the policy
will be monitored by the HR Department. Policy breaches will be reported back to the
relevant Service Director and data on grievances arising out of the application of the policy
will be included in existing reports to the Board.
8.0 Dissemination and implementation of policy
This policy will be circulated to all staff by means of communication tools available to the
Trust such as the Partnership Bulletin, publicised at launch at the leadership briefing and
circulated at team meetings. It will be placed on the Trust’s website. New staff will be made
aware of the policy at their Trust induction. Paper copies will be made available to managers
of staff who do not have access to computers. Staff networks will be asked to discuss and
publicise the policy at their meetings. Training for all staff will be provided to ensure that
messages are reinforced.

9.0 Document control including archive arrangements
It will be the responsibility of the sponsor and author of this policy document to ensure that it
is kept up to date with any local, national policy or legislation. The policy will be managed in
accordance with the Policy for Procedural Documents

10.0 Reference documents
For further information and cross reference to other related policies, please refer to:
•
•
•
11.0

Annual Leave Policy
Home Working Policy
Procedural Guidelines for Flexible Working

Bibliography
•
•

Agenda for Change Terms and Conditions Handbook
NHS Terms and Conditions of Service for Medical Staff (various
documents)
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12.0 Cross reference
For further information and cross reference to other related policies, please refer to:
•
•
13.0

Annual Leave Policy
Home Working Policy

Appendices

Appendix 1 - Flowchart for flexible working requests.
Appendix 2 - Request for Flexible Working Form
Appendix 3 - Flexible working options and procedures
Appendix 4 - Annualised hours/Term-time Contract Form
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Appendix 1 - FLOW CHART for flexible working requests
The Trust encourages staff to consider flexible working arrangements. The organisation
recognises that a better work-life balance can improve employee motivation, performance and
productivity, and reduce stress.
Staff member thinks of changing work pattern

Staff member speaks with manager to explore possibilities / opportunities which may be available

Staff member sets out request in writing (form Appx 2) at least 8 weeks prior to date requested to
be effective

Manager has legal duty to consider application and whether work pattern can be accommodated
within the needs of the service

Manager meets with staff member within 28 days of request being received to discuss desired
work pattern. (HR/Trade Union Rep/employee support may be invited)

Manager responds with outcome within 14 days (Time limit can be extended if both parties
agree)

AGREED
Decision will specify contract agreed
to, start and end date if not
permanent

Contract Amendment Form
completed

DECLINED
Written decline with reasons which would
include statutory grounds for refusal (in
guidelines)

If staff member unhappy with decision, they
can appeal the decision within 14 days to the
next level of manager

Manager will hold meeting within 20 days

Manager will write to staff member with
decision within 14 days of meeting
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Appendix 2 -

Request for Flexible Working Form
1. Personal Details
Name:

Job title:

Manager:

Department:

I would like to apply to work a flexible working pattern that is different to my current working
pattern. I confirm I meet the eligibility criteria of being employed for 26 weeks
I have worked continuously for the Trust for the last 26 weeks
I have not made a request to work flexibly under this right for the past 12
months
Date of any previous flexible working request

2a. Describe your current working pattern (days/hours/times worked):

2b. Describe the working pattern you would like to work in future (days/hours/times
worked), please give alternatives if possible:
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2c. I would like this working pattern to commence from:

Date:

3. Accommodating the new working pattern
I think the effect on my service area / department and colleagues can be
accommodated as follows:

Name:

Date:

Sussex Partnership NHS Foundation Trust wants to support its employees
achieve a better balance between work and their other priorities, such as caring
responsibilities, leisure activities, further learning and other interests. The
organisation is committed to agreeing any flexible working arrangements,
provided that the needs and objectives of both the organisation and the
employee can be met.
Where a flexible working arrangement is proposed the Trust will need to take
into account a number of criteria including (but not limited to) the following:
• the costs associated with the proposed arrangement
• the effect of the proposed arrangement on other staff
• the need for, and effect on, supervision
• the existing structure of the department
• the availability of staff resources
• details of the tasks specific to the role
• the workload of the role
• whether it is a request for a reasonable adjustment related to a
disability
• health and safety issues
PASS THIS APPLICATION TO YOUR MANAGER
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Receipt of Request of Flexible Working Form

Manager’s Confirmation of Receipt (to be completed and returned to
employee)
Dear: __________________________________________________________
I confirm that I received your request to change your work pattern on
_______________
I shall be arranging a meeting to discuss your application within 28 days following
this date. In the meantime, you might want to consider whether you would like a
trade union representative or colleague to accompany you to the meeting.

Signed: _____________________________ Date: _________________________
Name ___________________________________
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Appendix 3 - Flexible working options and procedures
Part-time working
This is the most common form of flexible working and refers to any member of staff who
is contracted to work less than full-time hours (37.5 hours per week). Staff may request to
reduce their hours to part-time (see Section 3.0 above), but the manager may also wish
to consider advertising jobs on a part-time basis. It also supports the Trust’s aim of
having a diverse workforce as a lack of part-time job vacancies can be a barrier to work
for those with caring responsibilities. This is particularly so for people seeking senior
graded jobs on a part- time basis. Filling roles on a part-time basis can give service
benefits such as having more staff available at busy times or on busy days, or can help
recruitment to ‘difficult to recruit to’ posts as it widens the pool of people who may be
interested in the job.
All benefits are pro-rated for part-time staff, including annual leave and bank holidays
(see Annual Leave Policy).
Annualised hours
An annualised or annual hours scheme aims to achieve a more even match between
supply and demand for staff by distributing hours worked by staff to coincide with actual
levels of need, thereby flexing the working year. The added flexibility to vary working hours
over the year gives the individual and manager control to increase hours worked during the
busier months (e.g. winter months) and reduce working hours when less busy (e.g. summer
months).
Annualised hours procedure
When agreeing to a request for annualised hours the total number of hours to be worked
in the full year is agreed at the outset and this will form the basis of the contract. Benefits
will be accrued in line with total hours worked. Exactly when these hours are worked each
week or month becomes a matter for agreement between the manager and the individual.
The hours may comprise a number of basic rostered hours and a number of un-rostered
reserved hours, which can be used to cover additional operational requirements.
The scheme must take account of Working Time Regulations (see Working Time Policy)
governing weekly working time and rest breaks. The manager will need to agree the
minimum and maximum hours that can be worked weekly and will need to identify the
minimum staffing and skill mix required throughout the daily/weekly cycle. They will also
need to ensure that there is a strategy for dealing with unforeseen events and that there
are guidelines for making roster changes at short notice.
The scheme is ideally suited to circumstances where quiet periods of activity match the
preferences for extra time off among many team members. However, for parents of
school age children who need to take longer breaks in the school holidays, a term-time
working arrangement may be required.
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A form will need to be completed on a monthly basis to keep track of the hours worked
e.g. a monthly timesheet (see Appendix 1) which is retained by the manager and which
shows:
•

date of start of current annualised hours contract;

•

total annual contracted hours;

•

total hours worked that month and cumulative hours worked in the year to
date (YTD);

•

total hours remaining in the YTD; and

•

any leave taken and any leave remaining

NB - The Year to Date (YTD) refers to that employee’s ‘Year’ regardless of when it starts.
If a monthly timesheet has been completed every month within the year then 12
timesheets/ roster reports should be accumulated by the manager before the process
starts again on the anniversary of the contractual date.
The annualised hour’s worker will be treated in the same way as other part- time
employees and will receive a pro-rata entitlement to annual leave and bank holidays. This
will be added to the annual hours that they work to make up the annual salary. Employees
are paid the same monthly salary throughout the year based on their annual salary divided
by twelve, regardless of the number of hours they work during any given month. In cases
where, due to unforeseen circumstances, the employee has been unable to complete the
total annual contracted hours in any one year, the manager, via payroll, may seek to claim
back any overpayment or request that the employee makes up the missing hours to cancel
out any overpayment.
Extra hours
No distinction is made between full time and reduced hours working; the number of hours
contracted simply reduces according to the number of hours worked. If the employee
works extra hours over and above their agreed annual hours (for instance towards the end
of their ‘year’), this would be paid at their substantive hourly rate.
Sickness absence
Calculation of entitlement to sick pay will be based on the contracted hours. The method of
reporting when absent through sickness will need to be agreed at the time the contract is
agreed, in line with guidance from Payroll and Human Resources.
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Annual leave entitlement
This is a pro-rata amount of what a whole time equivalent (WTE) employee would be
entitled to and includes a pro-rata entitlement to bank holidays. Annualised hours
employees should arrange to have annual leave authorised in the same way as other staff.
Maternity/ adoption leave
The normal Maternity/adoption leave entitlements will apply with regard to time off from
work, dependent on length of service. Maternity/adoption pay will be in line with the
Agenda for Change (AfC)/Department for Work and Pensions (DWP)/HM Revenue and
Customs (HMRC) rules and will be dependent on the amount of work done or pay
received in the defined period preceding the date of confinement.
Leavers
Annualised hours employees will have a staff leaver’s form completed by their manager,
they will need to liaise with the rostering team to ensure that the correct detail of the hours
and annual leave to be paid/recovered has been recorded. Within an annual hours
scheme it is possible that there will be a disparity between the hours worked and the pay
received. The notice period will be used to close any outstanding gap, with an adjustment
to the final salary. In some cases Payroll may have to claim pay back from the employee if
the disparity is too big to be rectified by an adjustment to the final salary.
Term time working
Term time working is an arrangement whereby an employee works only those periods
when schools are open, enabling them to provide care for their dependent children during
the school holidays. It will normally only be considered for employees who are the main
carers of school age children.
Some posts may not lend themselves to term-time working, and this will be at the
discretion of the manager, although they will need to put forward reasonable justification if
they feel unable to accommodate such a contract.
The policy may also be used to provide an employee who has additional caring
responsibilities for a temporary period with a more flexible way of working. Term time
working can be either full or part time during the school term.
Term time working may be used because of the needs of the service e.g. in a department
which provides a service to schools, or because an individual would prefer this way of
working to take time off to look after their children in school holidays.
Term time working procedure
If an individual requests to work term time only, the standard term time contract means
that they will usually work for 39 weeks of the year when schools are open (this is
applicable to state schools but not necessarily to private ones). They will therefore usually
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not be available for work for 13 weeks when schools are closed. Non-standard term time
contracts may be agreed for employees whose children attend schools with a school year
longer or shorter than 39 weeks. In such cases the salary calculation will need to be
adjusted and advice from Human Resources should be sought to ensure the right amount
is paid.

A form will need to be completed on a monthly basis to keep track of the hours worked e.g.
a monthly timesheet (see Appendix 3 which is retained by the manager and which shows:
•
•
•
•
•

date of start of current annual contract;
total annual contracted hours;
total hours worked that month and cumulative hours worked in the YTD;
total hours remaining in the YTD; and
any leave taken and any leave remaining.

NB - YTD (Year to Date) refers to that employee’s ‘Year’ regardless of when it starts. If a
monthly timesheet has been completed every month within the year, then 12 timesheets
should be accumulated by the manager before the process starts again on the anniversary
of the contractual date.
Under a standard term time contract the employee’s salary is enhanced to reflect the
annual leave accrued during term time. As the employee will not work during the school
holidays no other annual leave may be taken.
Employees are paid the same monthly salary throughout the year based on their
enhanced annual salary divided by twelve, regardless of the number of hours they work
during any given month.
Human Resources will calculate the additional pay due in respect of the annual leave
accrued during term time working.
Terms and conditions
This will state the number of hours to be worked each week and the number of weeks to
be worked during the year e.g. 20 hours per week during school term time. The actual
school year applicable should be confirmed from the local council website, or from the
school concerned in the case of private (non-state) schools. It should be noted that nonstate schools may have much shorter terms and longer half-term breaks than state
schools. This needs to be taken into account when assessing the viability of allowing an
employee to work on a term time contract.
Extra hours
If, in exceptional circumstances, the employee works extra hours during the school
holidays, for example to cover for emergencies, this would be paid at their basic hourly
rate.
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Sickness absence
If the employee becomes ill during their contracted time off i.e. during the school holidays,
no notification/certification will be required and no sick pay will be payable. However if the
employee becomes ill during term-time and is unable to work as a result of this, then
normal procedures will apply.
Annual leave entitlement
As the employee is paid an additional pro-rata amount to reflect the annual leave
entitlement accrued during their term time working, employees on such contracts may not
take any annual leave during term time.
Maternity/ adoption leave
The normal maternity/adoption leave entitlements will apply with regards to time off from
work, dependent on length of service. Maternity/adoption pay will be in line with
AfC/DWP/HMRC rules and will be dependent on the amount of work done or pay received
in the defined period preceding the date of confinement.
Leavers
Term-time employees will have a staff leavers form completed by their manager, they will
need to liaise with the rostering team to ensure that the correct detail of hours and annual
leave to be paid/recovered are recorded. A proportionate final payment will be made and
in some cases Payroll may have to claim pay back from the employee e.g. if an employee
leaves shortly after the summer holidays when the number of weeks worked within the
year will be less than the number of weeks paid.
Job sharing
Job sharing is an arrangement whereby two people agree to share the role and
responsibilities of one full-time job, where duties cannot be covered purely on a part-time
basis. Each partner undertakes a proportion of the work of the post, and receives a
corresponding proportion of the full-time salary, annual leave and other benefit
entitlements of the post. They have the same rights of promotion and employment
protection as full-time workers. Most posts within the Trust have the potential to be
arranged as job share. Refer to the procedural guidelines in Appendix 4 for further details
regarding the application of job sharing.
Principles and further guidelines
The proportions of job sharing need not be 50:50 but can fit the needs of the individuals
and the service. It is different to part-time working as a high degree of co-operation is
required between the job share partners. There are a number of principles which must be
applied when establishing a job share and the details of the arrangement needs to be
worked out between the manager and intended sharers. The hours/tasks should be
divided:
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•

to ensure the job will be carried out effectively and that service needs are met;

•

to ensure there is a fair distribution of work between sharers, taking into
account workload, skills etc.; and

•

take account of sharers’ preferences.

The hours can be divided in a number of ways:
•

divided days: mornings/afternoons;

•

divided week: certain days of the week to be worked by each sharer;

•

alternate weeks; or

•

some other pattern agreed between the managers and the sharers.

A job sharer may be expected to provide reasonable cover on a full-time basis whenever
practicable in the absence of their partner. This may include cover for sickness absence,
annual leave, training courses or other absence and will be dependent on cost and the
sharer’s ability to cover. This will be agreed by the manager and job sharers. Handover
periods may also be built into the arrangement.
A job share may arise in a number of ways, for example:
•

an existing employee formally applying to their manager for a job share
arrangement to be agreed in respect of their job;

•

a joint application being made by existing employees, full- time or part-time, to
job share where their individual jobs and/or mutual skills and experience are
suitable for the proposed job share; or

•

external application from potential partners outside the Trust in response to
advertising.

Recruitment
Recruitment of sharers must take place according to the normal recruitment and selection
procedures. Prospective sharers must be assessed on the same criteria as other
candidates with all appointments made on merit. Equal consideration should be given to
sharers whether they apply as a “pre-match” pair (two people applying together to job
share) or as half of a job share.
Pre-matched Pair
Where a pre-matched pair applies to share a full-time job, it should be established whether
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each person wishes their application to be considered only in partnership with their sharer.
All short listed candidates who wish to job share will be interviewed. Pre- matched pairs
should be interviewed separately initially and then together to ensure compatibility.
If the person does not wish their application to be considered in partnership with their
sharer, and only one of the pair is considered as the most suitable candidate for
appointment, she or he should be placed on hold and the job should be re-advertised,
either to find a suitable partner or a suitable full-time applicant.
Single Sharer
If a single sharer applies for a post and is found to be the best candidate, but there is no
other suitable ‘single’ candidate, the process described as above will apply. If there is a
full-time applicant of equal suitability then for operational reasons this person will be
appointed.
Current Staff Member
Where a current member of staff wishes to job share their present job, and the job is
considered suitable for sharing, the second half should be advertised.
In recruiting a sharer to join a member of staff already in post, the need for the sharers to
be able to work positively together should be recognised but care must be taken to avoid
making appointments based on the personal preferences of the sharer in post. The sharer
in post should be consulted about the Person Specification to identify key abilities and
competencies necessary to make the job share work. It may be appropriate to invite
prospective sharers to meet an existing post-holder informally, prior to a formal offer of
employment being made or accepted. However, they should not take any further part in
the selection process if their involvement relates solely to their position as the other half of
the job share.
Should an existing full-time employee wish to return to work after maternity leave on a job
share basis, then the employee should express their interest in writing to their manager.
Actions as above will then apply. If no suitable partner is found and the post had not
previously been a job share, then the existing employee should be informed that there is
no possibility of a job share and the original contract will continue.
Terms and conditions of employment relating to job share arrangements
Each employee/partner will be given their own Statement of Terms and Conditions of
Service, which will need to reflect their particular terms of the agreement.
The post-holder’s job title will be that given to the established post.
The job description issued will be that prepared for the establishment post with an
addendum that requires agreement between the job share partners for overlap/continuity
and/or split tasks.
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The hours worked will be individually stated for each partner to the job share; total hours
should not exceed the established post. Where overlap time is required, the manager
should ensure this is taken into account when agreeing the working hours for the post.
Where a system of flexible working hours is in operation, the application of this system to
the job share arrangement shall be discussed by the manager and partners prior to
commencement.
Job sharers will be individually responsible to the relevant manager for the duties they
undertake and their attendance.
The general principle is that all pay and other benefits will be pro-rata. The job should be
graded as a whole and pay should be pro-rata for each sharer for the number of hours
worked. Commencing salary will be determined in accordance with existing policies for
each job sharer, which will allow for recognition of previous experience and length of
service. If sharers are to work alternative weeks, then continuity of employment would
apply. Incremental progression will be on an individual basis within the grade for the post.
Where applicable, unsocial hours, shift payments, allowances etc. payable under certain
terms and conditions of service will be calculated as though the post was occupied on a
full-time basis. Allowances will be paid pro rata to the actual contracted hours.
Other benefits such as sick pay, maternity entitlements etc. will be attributed individually.
Annual leave and Bank holidays will be divided pro rata between the partners according to
the number of hours worked.
Job sharers who are required to work in excess of contractual hours shall be paid at the
basic hourly rate for the additional hours or qualify for time off in lieu.
If one sharer leaves, the other sharer may be offered the opportunity to work full-time, if
this meets their personal needs. If this is not acceptable, the other half of the job should
be advertised in the normal way. If advertising does not result in a successful outcome,
the job share arrangement will be terminated. Every effort will be made to ensure that the
remaining job sharer is redeployed into another job share or part time post.
Communication
Effective communication is a key factor in successful job shares and must be given careful
consideration in establishing the arrangements. It should be determined whether an
overlap between the sharers is required and how much. This should then be included as
part of the working week and sharers paid accordingly.
Consideration needs to be
given to the best communication method to keep continuity between sharers. Managers
may need also to consider how best to establish communication networks with the
sharers. Communication between sharers and the rest of the team also needs to be
considered.
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Managing the Job Share
To ensure that effective arrangements have been established, a review will be held within
the performance review process for each individual. In all other ways job sharers will be
treated as individual employees e.g. for promotion, training opportunities, study leave,
performance reviews, grievance and discipline.
Cover Arrangements
Pending the appointment of a job share partner or during long-term absence due to
sickness or maternity leave, the following temporary cover arrangements should be
considered:
The remaining partner may agree to work additional hours up to the total established post.
Benefits would accrue to the value of the full-time post. There is no obligation to cover an
absence, unless this has already been agreed at the commencement of the job share (see
Section 4.1).
A temporary job share partner may be appointed to cover the balance of the hours.
Flexi-time and Time off in Lieu (TOIL)
Whilst flexi-time working is a common form of flexible working across the UK, its use is
most appropriate for office based administrative and clerical staff.
Flexi-time is not frequently worked within the Trust but consideration would be given to its
use if sufficient flexible working requests were made within a particular managed unit.
Working additional hours (i.e. accruing TOIL) should always be agreed in advance with
your line manager, who has responsibility for authorising these arrangements. Taking the
accrued time off should also be requested and agreed with your manager.
TOIL arrangements are appropriate to staff working at Band 7 and below. In normal
circumstances staff at Bands 8a and above, in accordance with the seniority of their
roles, are not expected to have TOIL arrangements agreed.
Accrued time off in lieu is expected to be taken within a three month period.
Managers should ensure that TOIL is not used as an alternative to flexible working but
used occasionally to deal with fluctuations in workload and Lieu time may not be carried
over from one post to another. All lieu time must be taken prior to internal transfer or
upon leaving the Trusts employment. Employees will not be paid in lieu of accrued TOIL
which has not been taken by the final day of employment. Any such accrued TOIL will
be lost.
Self-rostering
Self-rostering is a means of flexing working patterns in more complex work situations,
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such as ward areas, where staffing levels, skill mix and other considerations require a
rigorous organisation of hours. Once the staffing levels and skill mix required have been
agreed, staff in a team are given the ability to schedule their working day collectively to
meet these requirements. The needs of the service are paramount and must be the first
consideration in any self-rostering arrangement. Please refer to the Procedural guidelines
in Appendix 4 and the Roster policy for more information.
Further guidance
Further details on self-rostering and the roster system are contained within the Roster
policy. The introduction of self-rostering is to enable staff to continue to provide the highest
quality service, whilst ensuring that, where appropriate, staff are able to exercise more
control over their working hours. The levels of staff and skill mix required hour-by-hour
throughout the working day are agreed in advance. Staff put forward the times they would
like to work and times they would like to protect away from work. This information is then
used to compile shift patterns that match individual preferences as closely as possible,
whilst maintaining agreed levels of cover at all times.
The aim is that employees will have more flexibility to plan their work around other
commitments and responsibilities, whilst still fulfilling the needs of the service.
Implementation
Ideally the department/ward should be up to full establishment to enable self- rostering to
be effective. Where staff wish to consider the implementation of this policy, they should
discuss this with their immediate line manager or the manager of the entire service if more
appropriate. Any requests should be considered fairly in discussion with the employees
who wish to adopt a self- rostering pattern of working and valid reasons should be given if
it is not viable within the work area to introduce it. Guidance and guidelines should be
sought from the Human Resources Department if necessary.
Prior to implementation in any area, the viability of using self-rostering should be
assessed. If it is decided that it is viable, the parameters of the system should be set and
an operating system agreed. Ideally a time-limited trial should be put in place, for example
3-6 months, after which the self-rostering system can be assessed and all members of the
team can express their views as to its effectiveness.
Managers should ensure that work patterns do not contravene Working Time
Regulations
Parameters
Before a team-based self-rostering scheme can be introduced, parameters must be
agreed. These include:
•

agreed minimum and maximum staff levels, for each hour of the day;

•

agreed skill, grade and gender mix (if a ‘genuine occupational requirement’
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exists under equality legislation) for each hour of the day;
•

agreed limits as to how much time owed or time owing can accrue to each
team member;

•

agreed ‘veto’ hours (time that staff can be guaranteed not to have to
work) and any ‘core’ hours;

•

preferences for hours to be worked by each member of the team; and

•

whether additional payments should be applied to shifts which fall within
‘unsocial hours’ where the shift period is self-selected.

Once these parameters have been set, a roster can be produced that matches individual
preferences as closely as possible whilst maintaining the agreed staffing levels. Where
there is competition among too many people to work at the same time, or too few to meet
staffing levels at any time, these hours should be distributed amongst staff to achieve
fairness over the whole roster period. Identifying a coordinator to oversee the
implementation of the self-rostering would be beneficial where viable.
Working from home
Home working refers to time spent working at home rather than on Trust premises. This
is now covered in the Home Working Policy, to which reference should be made.
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Appendix 4 - Annualised hours/Term-time Contract Form
Please consult the Senior HR Advisor for advice on completion of this form.
Name of employee:
Post Title:
Location:
Name of Manager:
Commencement Date of Current Annual Contract:
Current Date/Month:
Hours worked:
a) Total Contracted Annual Hours:
b) Cumulative Hours (carried over from last month):
c) Total Hours worked in current month:
d) Total Cumulative Hours (b+c):
e) Total Annual Hours remaining/overtaken (a-d, delete as appropriate):
Annual Leave:
f) Annual Leave Entitlement for Current Year:
g) Cumulative Leave taken (carried over from last month):
h) Leave taken within current month:
i) Total Cumulative Leave taken (g+h):
j) Total Leave remaining/overtaken (f-l, delete as appropriate):
Date of leaving (to be completed on final timesheet):
Signature of employee:

Date:

Signature of Manager:

Date:

Please return a copy of the completed form to the Human Resources Directorate and
one to the Payroll department
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