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FOREWORD BY THE PERMANENT
SECRETARY

The Department’s original Flexible Working Options Guide was introduced in 2001 in
response to new technologies, new opportunities, a greater pace of life and greater
family and domestic demands. Such patterns of change have continued to gather
pace and in addition there have been various changes in relation to employers’
statutory obligations. It is important to ensure that the way we work today is reflective
of this situation and this guide provides an update on the options available to staff.

The availability of flexible working options is one example of the Department’s
employee-friendly policies and is intended to cater for staff who may wish to spend
more time outside work, and also for those for whom the issue is not how much time
to spend at work, but when and where to work. Flexible working opportunites can
benefit everyone concerned. For employees the opportunity to balance their job with
responsibilites outside of work has clear advantages. For the employer the benefits
can include increased staff morale, increased retention of skilled staff and reduced
absenteeism.

While the Department will provide any help it can in balancing work and non-work
commitments, it is important to recognise that the Department’s business must be
delivered. It must be stressed that no flexible working pattern will be viewed as an
entitlement, but rather an option which may be available should the circumstances of
a particular branch allow it. Policies will be applied in the fairest possible way in
order to strike the balance between the needs of the Department and staff.

DR A MCCORMICK
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INTRODUCTION TO FLEXIBLE
WORKING OPTIONS

This guide aims to outline the Department’s position on flexible working, to define the
range of flexible working patterns which are available and to provide staff with
information on the implications of flexible working for pay, pension rights, leave
entitlements etc.

While the guide offers general information on flexible working options, staff in
Personnel Management Branch will be happy to provide more detailed information
on individual cases if required. It should be noted that whilst the Department will
make every effort to accommodate requests for flexible working, it cannot guarantee
a successful outcome to all applications. Further information on the options available
can also be accessed at NICS Carers. Other relevant information eg. paternity,
maternity and adoption leave can be accessed in the Family Friendly Guide.

What are flexible working options?

A flexible working option can be defined as a pattern of work which differs from the
traditional 9 to 5, 5-day week on the employer’s premises.

For several years the Department has offered part-time working, job sharing and
flexitime to its employees and these options have proved quite popular among staff.
This guide aims to re-publicise these options while describing the wider range of
flexible working arrangements now on offer.
The options on offer are:

Flexitime;

Compressed Working Time;

Part-time working;

Job-sharing;

Personalised Hours;

Homeworking;

Term-time Working

Back To Contents




FLEXITIME

Definition

Flexitime allows employees to vary their daily hours of work around ‘core’ hours. It
allows individuals to choose the times they start and finish work and they can vary
the length and timing of their lunch break (both within an agreed framework). The
scheme also allows the carry over of any excess or deficit in hours accrued or owed
beyond one accounting period (four weeks) and ultimately allows staff to take time
off for the extra hours they have worked.

How does flexitime work?

Flexitime has several key features:

Coretime — coretime is the part of the day when all employees should be
present, unless their absence is authorised by management. There are usually
four hours coretime during the day (e.g. 10.00am to 12pm and 2.00pm to
4.00pm, or 10.00am to 12.30pm and 2.00pm to 3.30pm, or 9.30am to 12pm and
2.00pm to 3.30pm);

Bandwidth (incorporating flexible bands) — is the span over which the flexitime
system operates i.e. the earliest starting time and the latest finishing time. It is
usual for most offices to be open between 8.00am and 6.00pm (a total of 10
hours);

Flexible Lunch Break - is generally any break of between half an hour and two
hours (depending on the parameters of the scheme in operation) between 12 and
2pm. A minimum lunch break of 30 minutes must be taken by any staff working
more than six hours in the day to comply with Health and Safety regulations;

Accounting Period - is the 4-week period over which employees must reconcile
the hours they have actually worked with their contracted hours. This
reconciliation very much depends on the accurate completion of flexi sheets
which are subject to supervisory checks;

Carry overs — at the end of each accounting period there can be a maximum

carry over of credit of 3 standard days (i.e. 22 hours 12 minutes for staff working
normal 5-day week office hours) or a maximum carry over of debit of 2 standard
days (i.e. 14 hours 48 minutes for staff working normal 5-day week office hours);

Flexi leave — staff may take up to 3 days flexi leave (as either half or full days) in

any one accounting period, provided that they do not exceed the maximum
permitted debit of 2 standard days at the end of that accounting period.

The following diagrams show typical examples of flexitime schemes:



Bandwidth

A

v

Flexible Core Time Flexible Hours | Core Time Flexible
Hours (Lunch) Hours
10.00am- 12.00pm- 2.00pm- 4.00pm-
8.00-10.00am | 12.00pm 2.00pm 4.00pm 6.00pm
Flexible Core Time Flexible Hours | Core Time Flexible
Hours (Lunch) Hours
10.00am- 12.30pm- 2.00pm- 3.30pm-
8.00-10.00am | 12.30pm 2.00pm 3.30pm 6.00pm
Flexible Core Time Flexible Hours | Core Time Flexible
Hours (Lunch) Hours
9.30am- 12.00pm- 2.00pm- 3.30pm-
8.00-9.30am | 12.00pm 2.00pm 3.30pm 6.00pm

Flexitime is covered in greater depth in Chapter 1.

12 of the NICS Staff

Handbook .
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COMPRESSED WORKING TIME

Definition

This system allows employees to ‘compress’ their working week into fewer than the
traditional five working days, without reducing the number of overall hours worked.
Although this option can be said to be similar to flexitime in principle, it differs in that
it is a formal arrangement where an individual is off work on a set day each week or
fortnight, so enabling regular domestic commitments to be met.

How does ‘compressed working time’ work?

Compressed working time allows staff to compress their full working hours into four
or four and a half days rather than five; or into nine days instead of ten. This has the
effect of giving them time off every week or fortnight. It is expected that officers who
wish to work Compressed Working Time will agree a regular pattern of attendance
e.g. Monday to Thursday. However there is the possibility that officers can, with the
agreement of their line manager, make ad-hoc adjustments to this pattern. For
example, an officer working a regular Monday to Thursday pattern can substitute a
Tuesday as their day off instead of Friday. However, on a similar basis, individuals
may be expected to make ad-hoc adjustments to their working pattern to meet
business requirements e.g. attendance on a training programme.

Depending on the working pattern, and the hours in which an office remains open,
there may be limited scope for officers to combine flexitime with compressed working
time. However this can be negotiated between the officer and the line manager. The
hours should be agreed between employees and their line manager well in advance.
The following examples illustrate how the system can work:

Example

An administrative/clerical worker is required to work a 37 hour week (net). For the
majority, this would involve working a pattern similar to the traditional 9.00am —
5.00pm Monday — Friday. Compressed working time might allow an individual to
work:

4 x 9 hour 45 minute days i.e. 8.00am — 5.45pm = 39 hours
Less 0.5 hours per day for lunch = 2 hours
Total hours worked = 37 hours

If this pattern is worked from Monday to Thursday, the officer would be able to have
Friday off.

Another similar pattern based on a 37 hour week (net) is as follows:

9 x 9 hour days
(e.g. 8.00am — 5.00pm or 9.00am — 6.00pm) = 81 hours



Less 1 hour per day for lunch (5 days) 5 hours
Less 0.5 hours per day for lunch (4 days) 2 hours
Total hours worked = 74 hours

If this pattern is worked over a two week period, the officer would be entitled to one
day off per fortnight.

These are only two examples of compressed working time. Each branch or business
area is free to develop, in conjunction with its staff, a pattern that suits both the
needs of the business and staff.
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PART-TIME WORKING

What is part-time working?

There is no universal definition of part-time working. Government statistics define it
as working less than 30 hours per week, but in practice, it means working anything
less than the normal full-time contracted hours for a particular job. In the NICS, part-
time is defined as any work pattern less than the standard 42-hour week.

How does part-time working operate?

The NICS guidelines on part-time working are contained in CSC 29/87 and its
addendum and the Department’s policy on part-time working operates within that
framework.

It is essential that any part-time arrangement is designed to suit both the needs of
the organisation i.e. the individual branch involved and the employee in such a way
that is viable. Officers cannot be expected to carry out the same duties in a part-time
capacity as they had done previously in a full-time post. The work pattern may be
half days, shorter days, reduced number of full days or a combination of all these
options. The employee’s salary is calculated in proportion to the number of hours
worked.

Together with the traditional part-time working patterns of ‘mornings only’ or
‘afternoons only’, staff may be able to work as little as one day per week, or as many
as four days per week, under the scheme. Some typical examples of part-time
working are as follows:
Working some full days — 4, 3, 2, or even 1 day a week;
Working some full and some half days — 1/, , 2%/, 3%, 4*/, days a week;
Reducing the hours worked each day but still attending 5 days a week —
mornings only, afternoons only or working all morning with an earlier finish in the
afternoon.
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JOB SHARING

What is job sharing?

Job sharing involves two or more people sharing the duties and responsibilities of
one full-time post and provides the opportunity for staff to work reduced hours in a
post that might not be suitable for part-time work.

How does job sharing work?

The NICS guidelines on job sharing are contained in CSC 29/87 and its addendum
and the Department’s policy on job sharing operates within that framework.

The patterns of job share are normally dependent on the individuals and their
manager, however a typical range of job sharing options include:

Split day — one partner works each morning and the other works each afternoon;

Split week — one partner works the first half of every week and the other works
the second half;

Alternate weeks — one partner works one week while the other works the next
week;

Part-week one partner works one or two days and the other works four or three
days in a week;

Job splitting — where a job is split into component parts and each sharer takes
responsibility for the separate parts. This can be useful where a job calls for a
diverse range of skills that can be easily identified and which might not be easy to
find in any one employee.

In all of the above cases, it is beneficial to have an overlap period where both
partners are working in order to communicate information and facilitate the hand-
over.

While staff wanting to job share will be responsible for finding a job share partner
themselves, in some circumstances, PMB may be able to help.
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PERSONALISED HOURS

Definition

Personalised hours is an arrangement whereby an officer comes to an agreement
with their employer regarding the number of hours they are to work, and the pattern
in which they are to work them. This pattern may or may not involve a reduction in
hours either on a long term or temporary basis.

How do personalised hours work?

Employees are given the opportunity of designing their own working pattern either
permanently or for a specified period. At the end of the period, an employee has the
option to return to full-time working or to renegotiate a new work pattern. If
applicable, the employee’s salary is reduced on a pro-rata basis according to the
number of hours worked. The reduction in working hours can be achieved by
shortening the working day, shortening the working week or a combination of both.
There are 3 main ways in which personalised hours can be used:

a. Reduced working week - in this arrangement, the officer reduces his/her
weekly work time. This is a regular arrangement either on a short term or
permanent basis, agreed between the individual and the officer.

Example 1

An employee works a full-time week from Monday to Friday. He has been
asked to direct a play involving a group of children which will involve
rehearsals on a Friday and production of the play on a Saturday for a 6 week
period. The officer can only agree to this offer if he can work a 4 day week for
the period in question and requests that he can reduce his working hours by 1
day (Friday) each week.

b. Flexible weekly hours — in this arrangement, the individual will be contracted
a set number of hours per week, however the pattern of work may change
from one week to the next. This may range from a minor alteration changing
the starting time by 30 minutes or one hour, to working a totally different
number of hours each day to meet personal needs. To accommodate the
needs of the business, this pattern should be planned as far as possible in
advance between management and the employee.

Example 2

An officer, who is already contracted to work 30 hours per week (net), is the
main carer for an elderly relative who is required to attend hospital 3 times a
week at variable days and times. The elderly relative has mobility difficulties
and needs to be accompanied to the hospital. In these circumstances, the
officer could arrange to work 2 full days of nine hours (net) and 3 days at 4
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hours (net) each. The three shorter days could allow the officer to carry out
their domestic responsibilities, with starting/finishing times being varied
accordingly.

Example 3

An officer, who is already contracted to work a 32.5 hour week (net), wishes
to leave his/her children to school in the morning and to pick them up from
school in the afternoon. The officer then wishes to return to work for the
remainder of the afternoon. A pattern of Mon-Fri 9.30am — 2.30pm and then
3.30pm to 5pm (without a lunch break) is agreed between the officer and
branch management.

C. Staggered hours — in this arrangement, the officer is again contracted to
work a set number of hours, however the pattern of work is fixed from week to
week.

Example 4

An officer, who is already contracted to work 30 hours per week (net), is the
main carer for an elderly relative who requires assistance with personal needs
during the day. The officer wants to attend to these needs personally. In
these circumstances, the officer arranges with his/her branch management to
work the requisite number of hours in two daily shifts from 8.00am — 11.00am
and then from 3.00pm — 6.00pm, Monday to Friday (without a lunch break).
This is a regular arrangement.

Back To Contents
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HOMEWORKING

Definition

Homeworking is a voluntary and co-operative arrangement between a line manager
and an individual officer which involves the officer carrying out some of their duties
while working from home on an ad hoc basis.

How does homeworking operate?

Employees agree with their line manager to carry out certain specific duties from
home. This would allow some employees to work from home on an ad hoc basis to
complete a particular piece of work and would not require that the officer complete a
formal application form. The Department advocates a maximum limit of 8 days of
homeworking in any 4 week period for an officer

Example 1

A branch is required to draft a strategy document following receipt of consultation
comments from various interested parties. It is agreed between the branch manager
and the officer tasked with this responsibility that this piece of work will take a total of
15 working days to complete. Certain aspects of this task do not require that the
officer be present in his/her branch and it is agreed that these elements of the job
can be completed at home. The officer and line manager agree that he/she can
spend 7 days homeworking to assist in the completion of this task, with the
understanding that the draft strategy will be finalised within the original timescale.

Example 2

An officer has 4 reports to complete within a 4-week timespan. It is agreed with
his/her branch manager that these can be completed on 4 separate homeworking
days (1 taken each week) over a 4 week period.

The skills required

The success of homeworking depends on having the following personal qualities and
skills:

Self motivation, self reliance and discipline to wo rk without direct
supervision;

The ability to complete work to scheduled deadlines ;

Initiative, flexibility and time management skills;

The ability to cope with reduced social contact/ in teraction;

The ability to cope with the additional pressures o f working in the home
where the demands of family life may be difficultt o ignore.

Importance of discipline and planning
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To be a successful homeworker, you need to learn to deal with less structure and
more freedom in completing your work.

Homeworking requires careful planning and discipline. This means you must:

Get organised — try to set a work schedule for the days you plan to work from
home;

Develop a routine to your day at home

Keep in touch with your office —  you must make yourself available during your
agreed business hours in the same way as your office-based colleagues. Also
keep your line manager informed about any difficulties you encounter at an early
stage rather than waiting until you are back in the office;

Organise domestic commitments —  you must make arrangements for your

domestic commitments, such as childcare, during your working hours in the same
way as office based staff.

Equipment and costs incurred while homeworking

In line with Departmental policy, if IT equipment is required to carry out working at
home, it is the responsibility of the Line Manager to ensure that the equipment is
provided prior to the commencement of homeworking. Departmental IT Security
Operating Procedures (paragraph 9.11) advise that private home computers should
only be used for official business with the express permission of the Assistant
Departmental Security Officer (ADSO). Without such permission, Managers must not
therefore allow an officer to work at home where equipment (IT or other) is required
but such equipment is not available. Where equipment is provided, it must be to the
same specifications as those applied in the office.

You will need to ensure that all protectively marked data whether stored on paper,
disk or CDROM is locked away when not in use. Laptop computers should also be
stored securely when not in use. Care should be taken to ensure that members of
the family and/or visitors cannot see any protectively marked information whilst you
are working on it. If the material to be worked on attains a protective marking of
“Confidential” or above, advice should be sought from the ADSO. The procedures
outlined in CIRC DHSSPS SEC 2/2000 should be followed where practical.

Further information relating to equipment and security issues can be found in circular
HSAW 37 and on the security section on the IT intranet page.

Officers are initially responsible for any associated financial costs such as telephone,
fax, or e-mail charges, but the Department will reimburse officers for these costs in
accordance with Part 4, Chapter 7 of the NICS Staff Handbook

Health and Safety
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Under the Health and Safety at Work Act, the Department has a responsibility to take
reasonable care for the health and safety of homeworkers. Consequently, it will be
necessary to undertake a documented risk assessment of the homeworking area. A
Circular detailing guidance on health and safety issues associated with homeworking
together with a risk assessment checklist to be completed prior to the
commencement of homeworking is available on the intranet under Health and
Safety — see HSAW 37 . In addition, Circular HSAW 38 provides details of the Health
and Safety considerations when using a laptop.

Who is homeworking suitable for?

Clearly homeworking will not be suitable for all jobs. Therefore an assessment of
each job or particular duty will need to be undertaken before homeworking can be
approved. It may not be suitable for those jobs which require face to face contact or
interaction with clients or customers e.g. secretaries, medical staff etc.

Before applying for homeworking, you must consider carefully the negative as
well as the positive aspects of homeworking. Some potential benefits for
employees to consider are as follows:

Greater personal responsibility;
Discretion over arranging working time;
Possible greater job satisfaction.

Some other potential aspects to consider are as fol lows:

Homeworking cannot be used as a solution for childc are arrangements;
Isolation from the office;
Domestic intrusions and interruptions.

Back To Contents
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TERM-TIME WORKING

The Policy

Term-time working is a NICS wide policy and is set out in detail in guidance available
in the Hours and Attendance Section of the NICS Staff Hand __book (Chapter 1:
Annex 4) . There are several key differences between term-time working and the
other Departmental flexible options detailed in this Guide, in particular, the strict
timetable governing applications for term-time working and the fact that applications
are only approved for one year at a time. This section outlines the key features
applicable to term-time working and staff should note that Section 4 of the Guide is
the only other section directly relevant to term-time working. Applications for term-
time working should be made on the form specificall y for this purpose which

is available at Hours and Attendance Section of the NICS Staff Hand ___book
(Chapter 1: Annex 4) . Further guidance relating specifically to term-time

working is also available through this link.

What is term-time working?

Term-time working is generally viewed as a form of part-time working which enables
parents to spend more time with their school-age children during any school

holiday period . However, all NICS staff, not only parents, may apply for term-time
working under this policy, although all absences are restricted to school holiday
periods only.

How does term-time working operate?

Applications are approved for one year only, from 1 April to 31 March.  Staff who
wish to avail of term-time working for more than one year, must reapply each year.
The closing date for applications is the first work ing Friday in January each
year. Staff may apply to have any school holiday period covered by term-time
working and must outline in their application the periods during which they wish to be
absent from work (in blocks of complete weeks). An absence may start on any day of
the working week. Only in exceptional circumstances can the dates of absence be
changed after the term-time working arrangement has been formally accepted.
Where staff wish the term-time working absence to be preceded by, or followed by,
annual leave/flexi leave this should also be detailed in the application form. Such
leave may only be taken in a block before and/or after the period of term time
absence- it cannot be used to bridge periods of term time working absence. Any
such annual/flexi leave will be paid in the normal way.

Staff may also apply for a variation to their normal working pattern for the duration of
the term-time arrangement, however anyone wishing to apply for a permanent

change to their working pattern should follow the Department’s normal part-time
working application procedures.

Example 1
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An officer wishes to take all the Summer Holidays off along with 2 weeks annual
leave:

Absent for all school summer holidays = 8 weeks
plus 1 week annual leave immediately = 1 week
prior to this

and 1 week annual leave immediately = 1 week
following this

Total time off = 10 weeks
Example 2

An officer wishes to take all the summer, Easter and Christmas School Holidays
off:

Summer holidays = 8 weeks
Christmas holidays = 2 weeks
Easter holidays = 2 weeks
Total time off = 12 weeks

How would term-time working affect my pay?

Successful applicants will have their salary reduced in accordance with their periods
of absence (excluding any periods of annual leave) and paid in 12 equal monthly
instalments.

Other implications of term time working

The general effects of all part- time working patterns on pensions, annual leave and
public/privilege holidays etc are outlined in Section 4 of this Guide. However, staff
are advised to consult the guidance at Hours and Attendance Section of the NICS
Staff Handbook (Chapter 1: Annex 4) _ which details the specific effects of term-time
working.

Back To Contents
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GUIDANCE FOR LINE MANAGERS
WHEN DEALING WITH APPLICATIONS
FOR FLEXIBLE WORKING

If applications are made under the provisions of th e Employment (NI) Order
2002 this section is not applicable. See CSC 6/04 and ER 36 Flexible working: a
guide for employers and employees _ for details.

The success of flexible working within the Department is very much dependent on
the commitment from line managers. It is essential that flexible working practices
should be seen as beneficial to both the individual and the business in order to
encourage their uptake and integration into the working environment of the
Department’s culture.

Some of the business benefits of encouraging flexible working are:

Increased productivity — giving individuals the opportunity to balance work and
domestic responsibilities has been shown to increase the quality of the working
life for the employee. In turn, this can lead to increased motivation, greater job
satisfaction, improved job performance, increased productivity and ultimately job
performance,;

Reduced absenteeism — there is evidence to suggest that flexible working
arrangements can lead to a reduction in absenteeism, as staff have the flexibility
to adjust their working pattern to meet their domestic responsibilities;

Loyalty and retention — staff turnover and training represents a significant cost
to each business area within the Department, therefore working practices which
encourage the retention and loyalty of trained, skilled staff have to be
beneficial; and

Achieving a balanced workforce — the NICS is committed to achieving as
balanced a workforce as possible. By increasing the availability of flexible
working practices, this is likely to encourage greater participation of women (who
are still regarded as the primary carer in the family) and disabled staff, who might
otherwise have left the Service as their life circumstances changed. Additionally
the availability of flexible working at more senior grades may encourage a greater
desire amongst these groups to self-nominate for promotion;

When asked to consider an application for flexible working, managers should ensure
that they consider it fairly and consistently and make an objective and fair decision
which could stand up to legal scrutiny if necessary. This can be done as follows
(note that separate guidance to deal with applications for term-time working is
available through the following link: Hours and Attendance Section of the NICS

Staff Handbook (Chapter 1: Annex 4) ):
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Look for ways to accommodate the request rather than finding a means for
turning it down.

Ensure that the needs of the business are fully considered. While it is recognised
that there may be circumstances when it is not possible to grant an application,
managers will be expected to provide a comprehensive written justification for
their decision.

Ensure that the needs of other staff in the business area are taken into account.

Take into account the extent to which hardship will arise if the application is
refused, including taking account, where appropriate, of the views of the Welfare
Officer.

If a manager receives more than one application for flexible working
simultaneously, and considers that only one can be accommodated at that time,
priority should be given to those applications citing the following reasons:

the officer is mainly or solely responsible for the care of a child/children
under school leaving age;

the officer is mainly or solely responsible for the care of an aged or infirm
relative;

the officer has other welfare or domestic considerations which put
continued full-time employment at risk;

the officer is near retirement age (i.e. 57 years or over);

the officer has serious health problems.

Consideration should be given initially to whether or not the request can be
accommodated within the current post. This should be approached from the
standpoint that all jobs can accommodate flexible working and it is the manager’s
responsibility to justify his/her assertion that the post is not suitable. Managers
should consider the following action:

Splitting or restructuring the duties of the post on a permanent basis to
accommodate the flexible work pattern of the officer.

Leaving the duties of the job intact but loading it differently in order to take into
account any reduction in the officer’s hours.

If having decided that it is not feasible to accommodate the officer’'s requested
flexible work pattern within his/her existing post, can an alternative working
pattern, acceptable to both you and the officer, be accommodated in the post?

If no alternative working pattern in the post is acceptable, consideration should be
given to accommodating the officer’s requested arrangement or a mutually
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acceptable alternative pattern elsewhere in the branch.

If none of the above options are feasible, provide robust justification of the
decision on the application form | inform the applicant of the decision and liaise
between the officer and Personnel Management Branch to assist in identifying a
suitable post elsewhere in the Department or other Departments in the NICS.

Homeworking

Where an officer wishes to work from home, you will need to ensure that a risk
assessment of the officer’'s home is carried out.

Managers should also keep a record of the number of ad hoc days worked from
home by their staff.

It should be stressed that Personnel Management Bra ___nch will closely monitor
the applications for flexible working, both success ful and unsuccessful, to
help ensure the scheme’s fair and consistent operat ion. Line managers will be
expected to justify and document all decisions take n in the application
process, and to forward this documentation to PMB i f required.

A flow chart is attached giving guidance on how managers should deal with an
application for flexible working.

Term-time working

This guidance and the following flowchart are not applicable to term-time working.
Separate guidance on term-time working application processes can be accessed
through the following link: Hours and Attendance Section of the NICS Staff
Handbook (Chapter 1. Annex 4)

Back To Contents
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HOW WOULD FLEXIBLE WORKING
AFFECT ME?

Only forms of flexible working which involve a reduction in your weekly hours will
have an effect on your salary, overall leave entitlement, terms and conditions etc.
However, dependent on the pattern worked, there may be some technical
adjustments to the way in which your leave entitlement is calculated. More detailed
information relating to the specific effects of term-time working can be accessed
through the following link Hours and Attendance Section of the NICS Stalff
Handbook (Chapter 1: Annex 4)

HOW WOULD FLEXIBLE WORKING AFFECT MY PAY?

Only a form of flexible working which involves a reduction to less than a 42-hour
week will affect your salary.

Pay for part-time workers and job sharers is calculated on a pro rata basis, which
means that it will be reduced in proportion to the reduction in hours (see the example
below). You will continue to pay National Insurance contributions unless your gross
monthly pay falls below £356. A break in National Insurance contributions may
affect your entitlement to certain social security benefits, such as full state retirement
pension and statutory maternity pay. Anyone concerned about this should contact
their local Social Security Office for more information.

The table below gives the gross monthly pay for a variety of salary levels and work
patterns (tax and National Insurance contributions have not been deducted). The
“Fraction of Salary Payable” column shows what proportion of the full time salary you
would receive. More detailed calculations, based on your individual circumstances,
can be provided on request.

Gross Monthly Pay by hours worked, at three salary levels
Fraction of
Work Pattern Salary £11,000 | £20,000 £40,000
Payable
Full Time 5/5 £916.67 | £1,666.67 | £3,333.33
4 day week 4/5 £733.33 | £1,333.33 | £2,666.67
3 day week 3/5 £550.00 | £1,000.00 | £2,000.00
Full Days

(part week) | 2 day week 2/5 £366.67 | £666.67 |£1,333.33

1 day week 1/5 £183.33 | £333.33 | £666.67

*
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4 hour day 20/37 £495.50 | £900.90 |£1,801.80
Part Days

(5 day 3 hour day 15/37 £371.62 | £675.68 |£1,351.35
week)

2-way Job Share 1/2 £458.33 | £833.33 | £1,666.67

Term- time Summer 44.2/52.2 £776.18 | £1411.24 | £2822.48
holidays off
(eg. 8
weeks)
Summer, 40.2/52.2 £705.94 | £1283.52 | £2567.04
Christmas
and Easter
Holidays off
(eg. 12
weeks)

*National Insurance contributions affected

HOW WOULD FLEXIBLE WORKING AFFECT MY CIVIL SERVICE PENSION?

There are two aspects of pension calculation to be considered:-

(1) the final salary on which pension is based. If you were to retire while working
reduced hours, your pension would be calculated on the basis of the full-time
equivalent of the salary you are receiving at the point of retiring.

(i) the reckonable service that counts towards the pension. Someone working
reduced hours will build up reckonable service slower than someone working
full-time. This is because the rate of build up is determined by the number of
hours worked.

EXAMPLE
The following table shows the difference in pension and lump sum payments
between a person who has worked 40 years full-time and a colleague who has

worked 35 years full-time and five years for three days a week.

Example of the effects of Flexible Working on Pensi  on and Lump Sum (based
on classic pension scheme)

Full Salary Full-time * Part-time 2 Difference
(Full-Time Equivalent)

Pension (p.a) £5,500 £5,225 £275

£11,000

Lump Sum £16,500 £15,675 £825
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£20,000 Pension (p.a) £10,000 £9,500 £500
Lump Sum £30,000 £28,500 £1,500
Pension (p.a) £20,000 £19,000 £1,000
£40,000
Lump Sum £60,000 £57,000 £3,000

140 years full time
235 years full time plus 5 years for 3 days a week i.e. 38 years reckonable
service

HOW WOULD FLEXIBLE WORKING AFFECT OVERTIME?

In general, overtime rates of pay are grade dependent and can also be affected by
the number of hours an individual is contracted to work each week (known as
“conditioned hours”). In all cases, premium payments for attendance on Saturday
and/or Sunday are unaffected.

Full-time staff are conditioned to work 42 hours per week and attract normal rates of
pay for overtime. Overtime payments for staff who work a 42-hour flexible working
pattern, for example compressed hours, will therefore be unaffected.

In general, staff choosing to work less than these conditioned hours will be paid
overtime at single time rate only (plus any appropriate premium payments), until full-
time conditioned hours have been reached. Again, this is dependent on grade. Any
additional hours worked in excess of 42 hours will then attract normal overtime rates
of pay for the grade.

HOW WOULD FLEXIBLE WORKING AFFECT MY LEAVE ENTITLEM ENT?

Annual Leave

As with pay, annual leave allowance is calculated on a pro-rata basis; that is, in
proportion to the number of days/hours worked. All leave allowances are
recalculated by PMB when you commence a flexible working pattern of less than 37
hours per week (net). PMB would be happy to give further information on an
individual basis.

Example 1 (Full Days)

A full- time officer entitled to 25 days per annum wishes to change to part-time
working of 3 full days per week

Annual leave entitlement becomes 25x3 = 15 days per annum
5
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Example 2 (Compressed Working)

Staff working a compressed working time pattern of 4 days per week or 9 days per
fortnight (where each day consists of the same number of working hours) will have
their annual leave entitlement calculated on the basis of annualised hours (but
expressed in days) as outlined below:

Normal full- time working pattern

Each Working Day = 7.4 hours (net)
for staff working a 5-day 37 hour week (net)

Annual leave entitlement is 185 hours = 25 x 7.4 hour days

Compressed working pattern of 4 days per week

Each Working Day = 9.25 hours (net) for staff working a 4-day 37 hour week (net)
Annual leave entitlement is 185 hours = 20 days each day being 9.25 hours (i.e.
185/9.25 hours)

Annual leave entitlement/conversion for staff working unusual compressed or part-
time working time patterns may be expressed in annualised hours.

Example 3 (Part Days)

Annualised hours

A full-time officer is entitled to 25 days annual leave per annum. They reduce their
hours to 3 days of 6 hours and 2 days of 5 hours.

28 hours net
185 hours

Total hours worked
25 days at 7.4 hours

Annual leave entitlement becomes 185 x 28
37

140 hours per annum

Flexi Leave

Access to flexi-leave will obviously depend on whether your working pattern involves
working flexitime. The amount of flexi-leave you can take in any accounting period
and the maximum you can carry forward to the next period is calculated on a pro-
rata basis according to the number of hours worked. PMB would be happy to provide
individual details, if requested. Staff working compressed working time and flexi-time
will need to consider their standard working day hours when calculating their
excess/deficit/carry over totals.

Paternity/Maternity/Adoption Leave
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Fathers working reduced hours are, where eligible, still entitled to statutory paternity
leave of one week or two consecutive weeks, the first two days’ of which are paid at
contractual level. Similarly mothers working reduced hours are entitled to 26 weeks
ordinary maternity leave (for those meeting certain qualifying conditions, the first 18
weeks may be payable at the contractual rate). The parents of adopted children,
where eligible, are entitled to 26 weeks ordinary adoption leave. In cases where a
couple are adopting a child, they may choose which partner takes adoption leave. In
all cases the level of pay received may be affected by the number of hours worked.
As this varies very much with individual circumstances, PMB would be happy to give
more detailed information on an individual basis.

Special Leave

Applications for special leave are assessed on a case by case basis within set
guidelines and should be made in the usual way.

Public and Privilege Holidays

There are currently 12 Public and Privilege holidays per year. For flexible workers

whose working pattern involves them working less than the standard 42-hour week,
the entitlement is calculated in proportion to the number of days/hours worked. For
staff working compressed working time, public and privilege holiday entitlement will
be calculated on the same ‘annualised hours’ basis as annual leave entitlement.

EXAMPLE

A job-sharer working five days per fortnight would be entitled to 6 Public and
Privilege Holidays. If, in any given leave year, 8 Public and Privilege Holidays fell on
days normally worked, then the deficit of 2-days would have to be made up by
surrendering annual leave or by working on days when not normally required to
work. Alternatively if only 5 days Public and Privilege Holidays occurred, the person
would be credited with an additional day off.

The above example gives some indication of how public/privilege holiday
arrangements work in practice. However, as the situation varies considerably with
individual circumstances, staff must agree their entitlement with their line manager;
PMB would be happy to clarify your position with you and, if necessary, your line
manager.

Sick Leave

For staff on flexible working patterns who are present every weekday, sick leave
absences are counted in the usual way. For staff that are not in the office every day,
sick leave is calculated on a pro rata basis, as shown in the following example.
EXAMPLE

You are working three days a week, Monday — Wednesday, and you are absent on

sick leave from Monday of week one, and return to work on Tuesday of week two;
you have not attended work for eight days. Because of your part-time working
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pattern, only the actual four working days missed, are recorded as sick absence by
PMB.

Managing attendance triggers and Occupational Sick Pay entitlements are also
adjusted accordingly.

HOW WOULD FLEXIBLE WORKING AFFECT MY PERFORMANCE
ASSESSMENT?

As a flexible worker, your performance will continue to be assessed each year.

As with other members of staff, those working flexible patterns have their
performance assessed against the objectives agreed at the beginning of the year.
These objectives should be drawn up to take account of any reduction in hours that a
flexible working pattern might entail. Assessments of staff who work a flexible
working pattern should reflect how they have carried out their duties and met

their objectives.  The number of hours worked or the pattern in which they have
been worked is irrelevant.

HOW WOULD FLEXIBLE WORKING AFFECT MY PROMOTION PROS PECTS?

Those on flexible work patterns are encouraged to self-nominate for promotion with
the assurance that, while a position accommodating a preferred work pattern cannot
be guaranteed for successful candidates, every attempt will be made to
accommodate requests for working hours and/or patterns which differ from the
traditional 9 to 5, 5-day week.

For example, to ensure that part-time workers and job sharers receive the same
opportunities as others, the Department does not reserve specific part-time posts.
Instead, the potential for posts to be occupied by part-time workers or job sharers is
considered in every case with the onus resting on line managers to justify the need
for full-time working.

Promotion is based solely on merit and factors such as hours worked or work
patterns do not form part of the selection criteria.

HOW WOULD FLEXIBLE WORKING AFFECT MY ACCESS TO TRAI NING AND
DEVELOPMENT?

Training and development is every bit as important to flexible workers as they are to
staff working traditional patterns and/or full-time hours. Wherever possible, it is
hoped that staff working a flexible work pattern could adapt their pattern to
accommodate training, but if they find it difficult to attend particular formal training
courses they should raise this with their Training and Development Officer to see if
alternative arrangements can be made.

Where someone working a flexible job pattern opts for a training course which

requires attendance beyond their normal working hours, they can be paid for the
additional hours or can take them at a later date as time off in lieu.
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In addition, where attending a course means that a parent/carer needs to make
alternative arrangements for childcare or care of an elderly, ill or disabled dependant,
the Department will reimburse any additional expense which it considers reasonable.
This facility is also available for full-time staff.

HOW WOULD FLEXIBLE WORKING AFFECT MY MOBILITY?

Staff working a flexible pattern under 42 hours per week (or 37 hours net) will be
classified as non-mobile even if they are serving in a mobile grade.

HOW WOULD FLEXIBLE WORKING AFFECT MY TERMS AND COND ITIONS OF
SERVICE?

Apart from the issues referred to above, terms and conditions of service do not differ
significantly from those for traditional patterns and/or full-time hours.

REVERSION TO STANDARD WORKING PATTERN

Where possible every effort will be made to accommodate a flexible worker wishing
to return to a standard working pattern. However, you should give PMB as much
notice as possible of your intention so that the branch has every opportunity to meet
your request. Although every effort will be made to facilitate changes, PMB’s
capacity to do so will be influenced by such things as the availability of suitable
posts.

Should the Department find it necessary to change your flexible working
arrangements, then you will:-

0] be given full reasons for the change;

(i) be given at least three months prior warning; and

(i)  be offered the next opportunity to return to your original flexible work
pattern (though clearly there is no guarantee that such an opportunity

will arise).

Back To Contents
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HOW DO | APPLY FOR FLEXIBLE
WORKING?

The Department is committed to encouraging and accommaodating flexible working
for all its staff, wherever possible. For details on application processes for term-time
working see Hours and Attendance Section of the NICS Staff Hand __book
(Chapter 1: Annex 4)

Every step will be taken to accommodate your application for flexible working within
your own branch unless your line management have concluded that it is essential
that the post be filled full-time. (An alternative to the working pattern you request
would only be offered if this is not possible.) . Where the latter is the case, PMB will
make every effort to place you elsewhere in the Department or, failing that, in
another Department or Agency. Some working patterns are more difficult to
accommodate than others so staff are strongly advised to indicate any acceptable
alternatives or flexibility on their application form. In addition staff should be aware
that identifying alternative posts can be time consuming and difficult. Whilst PMB will
make every effort to find an alternative post (where this is necessary), there is no
guarantee that a suitable post will be available.

To apply for flexible working, please contact the Career Advice section in PMB and
ask for an application form, or alternatively the application form can be downloaded
by clicking here . Once you have completed the form you should return it to your
line manager who will assess whether your request can be accommodated within
your current post/branch before forwarding the form to PMB. The flow chart on the
next page sets out the process step by step.

Legislation

Legislation introducing specific rights to help employees balance their family and
employment responsibilities came into effect on 6 April 2003 and was further
enhanced in April 2007. There is now a legal requirement for employers to give
serious consideration to all requests for flexible working (made under the legislation)
from eligible staff. This can be either a member of staff with a child under the age of
6 (under 18 in the case of a disabled child) or a member of staff with caring
responsibilities for an adult. There is no obligation on the employer to grant the
application. Business needs must be taken into account when making and
considering such requests.

Further information outlining the eligibility criteria, procedures etc can be found in
CSC 6/04. The Department for Employment and Learning has produced guidance
for employees and employers and this can be accessed at ER 36 Flexible working:
a gquide for employers and employees

The process for applications made specifically under the terms of the Order is
different to Departmental procedures. Application forms for such requests are
available from PMB on request.

Back To Contents
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FLEXIBLE WORKING APPLICATION PROCESS - JOB RELATED D ATA CHANGE (JRDC)

Applicant identifies need for
Flexible Working

Applicant and Line Manager

Applicant completes online

v

Is the Application for Flexible
Working Approved?

discuss request

A 4

request form for Change in
Working Pattern (JRDC)

Line Manager consults

S

No

applicant where further
investigation is required

Line Manager consults Equal
Opportunities Section for

A

Options considered and
justification for decision
documented. Documentation

\ 4

Yes

Line Manager emails HR
Connect with decision to
approve application

passed to Equal Opps for
assessment

support and guidance, if
required

HR Connect receives
completed application form
and updates records; notifies
Line Manager of changes that
require approval

Line Manager receives email

Line Manager emails HR
Connect with decision and

/]

Line Manager may be asked
to re-assess position if
justification for refusal is not
considered sufficiently robust

HR Connect updates records
and issues letter confirming

I:I Applicant

|:| Line Manager

»”| full details of the change and
any revised conditions of

> reason for rejection of

application

notifying changes that require
their approval

HR Connect updates system

v

Applicant signs and returns

service

v

letter of confirmation for
change to working pattern

and issues rejection letter to
applicant

—End

— End

I:I Equal Opportunities Section
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