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[bookmark: _Toc31983767][bookmark: _Toc31983872]1.  ROLES AND RESPONSIBILITIES

[bookmark: _Toc31983873]Employee 
Submit a flexible working request to the line manager using the iTrent Employee Self Service application form. Be aware that reasonable notice is required. Be flexible in their approach to working patterns and service needs.

[bookmark: _Toc31983874]Line Manager
Make reasonable decisions based on the needs of the service and then to work with the employee to achieve a successful outcome, ensuring regular communication with the employee.

[bookmark: _Toc31983875]Trade Unions
To provide advice and support to their member/s.

[bookmark: _Toc31983876]Head of HR
To deal with Appeals arising from refusal to approve Flexible Working requests.

[bookmark: _Toc31983877]HR Team
Administer all requests made via employee self service and make necessary contractual and payroll amendments.

[bookmark: _Toc31983768][bookmark: _Toc31983878]2.  INTRODUCTION

Flexible working describes any working arrangements where the number of hours worked or the time or place that work is undertaken vary from the standard practice.

Flexible working can improve the organisation’s efficiency, productivity and competitiveness through improving staff motivation and retention, reducing absence, attracting new talent, promoting work-life balance and reducing employee stress.

There are various forms of flexible working including:

· Time off for dependants
· Compressed hours working
· Term-time working
· Parental leave
· Job share
· Reduced hours
· Career Break


3.  TYPES OF FLEXIBLE WORKING
[bookmark: _Toc400702618][bookmark: _Toc31983769][bookmark: _Toc31983879]Time off for dependants
Employees have the right to be granted un-paid time off work for an emergency involving a dependant.  This time off can be to deal with an unexpected or sudden problem and to make longer term arrangements.  The employee should not be dismissed, suffer detriment or be victimised for doing so.  

A dependant can be defined as a spouse, child, parent or someone who cohabits with the person claiming the time off but is not his/her employee, tenant, lodger or boarder.

A dependant will also include someone who reasonably relies upon the employee for assistance when ill, injured or for the provision of care.  This may be where the employee is the primary carer or is the only person who can help in an emergency.

There is no set limit with regards to the amount of time off that is allowed.  One or two days at the most should be sufficient depending on the individual special circumstances.
[bookmark: _Toc400702619][bookmark: _Toc31983770][bookmark: _Toc31983880]Compressed hours working
The purpose of this is to give existing employees the opportunity to compress their working week/fortnight to assist with out of work responsibilities and activities, and where possible, to seek improvements to service availability.

Full time hours are worked over fewer days.  Examples of this are a four day week and/or a nine day fortnight.  A lunch break of not less than 20 minutes will be allowed.  Annual leave will be expressed in hours rather than days per annum.

This will usually be piloted on a trial basis for a specified period of time.  The terms of each pilot will be set out in writing and signed by the employee and his/her Accountable Manager.  These terms will include the right to terminate the facility on either side with appropriate notice (a minimum of one month).
[bookmark: _Toc400702620][bookmark: _Toc31983771][bookmark: _Toc31983881]Term-time working
The purpose of this is to give existing employees the opportunity to take unpaid leave of absence during school holidays and, where possible, to seek improvements to service delivery.  This should prove useful in attracting employees with child caring responsibilities and in combating skill shortage.

The basic annual leave specified for the equivalent full time post will be apportioned on a pro rata basis.  Any additional entitlements to this, e.g. long service leave, will be applied individually and pro rata to the hours worked.  Annual leave may be expressed in terms of hours rather than days per annum, where appropriate.

The Scheme is conditional upon the employee utilising his/her annual leave and statutory unpaid parental leave during the school holiday periods.  The employee will be allowed to retain up to 5 days annual leave to cover domestic commitments or emergencies which may occur at other times during the annual leave year.

The employee will normally be paid in 12 equal instalments throughout the year.  This is on the basis of the employee completing a 12 month cycle following his/her date of commencement in the Term Time Working Scheme.

Where statutory Bank Holidays fall during the employee’s designated school holiday period, they will be unpaid.  However, an appropriate pro rata equivalent for all Bank Holidays that fall within such periods of unpaid leave will be added to the employee’s annual leave entitlement.

Where the employee falls ill during his/her designated school holiday period, he/she should report the sickness in the normal way.  Term Time employees should be aware that as the payment of the pro rata salary continues during designated school holiday periods, any failure to report sickness may lead to a deduction in pay.

This will initially be piloted on a trial basis for a specified period of time (e.g. 6-12 months).  The terms of each pilot will be set out in writing and signed by the employee and his/her Accountable Manager.  These terms will include the right to terminate the facility on either side with appropriate notice (a minimum of one month).
[bookmark: _Toc434844244][bookmark: _Toc31983772][bookmark: _Toc31983882]Parental leave
Parental leave is the right to take time off work unpaid to look after a child or make arrangements for the child’s welfare.  Employees are eligible to take 18 weeks in total for each child up to their 18th birthday.  The limit on how much parental leave each parent can take in a year is 4 weeks for each child, (unless otherwise agreed).  This is pro rata for part time employees.  

Employees must give at least 21 days’ notice of the intended start date of their leave period.

Leave should be taken in blocks or multiples of one week; in exceptional circumstances, leave may be taken as single days, subject to notice provision.

[bookmark: _Toc400702622][bookmark: _Toc31983773][bookmark: _Toc31983883]To be eligible for Parental leave, employees should have at least 1 year’s service.
Job share
Under this job sharing scheme, two suitably qualified employees will voluntarily share the duties and responsibilities of one full-time position.  The salary and conditions of service will be divided between them.  Both employees should be suitably qualified to undertake the range of tasks and responsibilities necessary in carrying out the full-time post.

Job sharing posts can be set up in the following ways:

· An existing post holder can opt to job share and the other half of the post would then be advertised;
· One successful candidate can be appointed to a vacant post on a job share basis, and the remaining hours of the post would then be advertised as a job sharing only vacancy;
· Two separate candidates can be appointed to a vacant post on a job sharing basis (subject to them both being considered on merit as the best persons for each half of the job sharing post);
· [bookmark: _Toc400702623][bookmark: _Toc31983774][bookmark: _Toc31983884]Two candidates can apply jointly for a vacant post, either at the same rate of pay or at a higher rate of pay, and both can be successful (subject to them both being considered on merit as the best persons for each half of the job sharing post).
Reduced hours
The purpose of this Scheme is to give employees the opportunity to reduce their working week to assist with out of work responsibilities and activities and, where possible, to seek improvements to service delivery.

The Reduced Hours working scheme will initially be piloted on a trial basis for a specified periods of time apart from flexible retirement requests where the change in hours will be a permanent change.  The terms of each pilot will be set out in writing and signed by the employee and his/her Head of Service.

These terms will include the right to terminate the facility on either side with appropriate notice (a minimum of one month).

The employee will have the right to be considered for a return to full-time working in the job in which he/she was employed prior to the reduction in his/her hours.
In such circumstances, the employee should put his/her request in writing to the relevant Accountable Manager, including the date on which he/she would like to return to full time work.  The Accountable Manager will make a decision based on objective and job related reasons.  This decision will be confirmed in writing to the employee, normally within one month of receipt of the request.

The basic annual leave specified for the equivalent full time post will be apportioned on a pro rata basis.  Any additional entitlements to this, e.g. long service leave, will be applied individually and pro rata to the hours worked.  Annual leave may be expressed in terms of hours rather than days per annum, where appropriate.  Employees eligible for flexi time will be entitled to the time on a pro rata basis.  Bank holidays will be calculated in the same way.
[bookmark: _Toc400702624][bookmark: _Toc31983775][bookmark: _Toc31983885]Career Break
It is recognised that employees have different needs at different stages of their working lives and employees may need or wish to break their career in order to dedicate time for responsibilities or interests outside the workplace.  

A career break is defined as “an opportunity to leave the workplace, unpaid, for a specific period of time and then return to the same post at the end of that period, where possible”.  

It can be used for the following purposes:-

· Childcare
· Care of a dependant
· Voluntary Services Overseas or community related issues
· Study at college/university
· Other personal reasons, i.e. travel, self-development.


Please note, a career break cannot be used for undertaking any other paid employment.

Terms and Conditions of a Career Break

· You must have completed a minimum of 2 years’ continuous service with the Council prior to the start date of your career break

· A career break can last between a minimum of 3 months and a maximum of 2 years and shall not include maternity leave or any other period of paid leave.

· More than one break may be taken provided there is 5 years employment between breaks, and the overall combined duration of Career Breaks is no more than 2 years.

· You must complete the Flexible Working application form at Appendix A at least 3 months before the start of the career break, where possible. The application must give some indication of the expected duration of the break.

· For the purposes of the career break, your contract of employment will come to an end by mutual agreement and on your return, every effort will be made for you to resume employment in your former post, where possible.

· Should this not be possible due to, for example, this post being made redundant or restructured, the Management of Change in Partnership policy applies.

· Your manager should agree keeping-in-touch arrangements with you and put these in place during your career break.

· The duration of your career break will not count as reckonable service.  Continuity of service will continue on your return to work.

· During your career break, all remuneration will cease and contractual entitlements will not accrue.

· On returning from your career break, your previous service, pay and contractual entitlements will be re-instated at the point prior to commencement of your career break.

· Local Government Pension Scheme contributions will cease during your break. 
You may wish to consider paying contributions into an AVC (Additional Voluntary Contribution). Further information can be obtained from the Council’s AVC provider.
· On your return to work, you will be paid the same salary point as at the start of your career break.  Any annual pay award will be applied. 
· Service for annual leave entitlement will not accrue during your career break. On your return, annual leave will be calculated based on the number of years’ service that had been accrued prior to the start of your career break.
· Occupational Sick Pay entitlement will not accrue and will be based on the number of years’ service accrued prior to the start of your break.
· Service for the Long Service Award will also not accrue whilst on your career break
· Occupational Maternity/Adoption/Paternity Pay will not apply.
· If your career break immediately follows maternity/adoption leave, any occupational maternity/adoption pay will need to be repaid, should you not return to work.

· You must confirm your intention to return to work with your manager at least six weeks prior to your agreed return to work date.

· The relevant pre-employment checks will be undertaken (for example, right to work check, references, Disclosure and Barring Service disclosure, pre-placement questionnaire, professional registration, driving licence check etc) and these must be satisfactory before you return to work.
Local Government Pension Scheme

Pension contributions will no longer be paid during your career break. These will cease from both yourself (employee contributions) and the Council (employer contributions).  Your membership will be made deferred.
On your return, you will be given the opportunity to buy back pension contributions not made by yourself during your career break.  
If you choose not to buy back the period of pension contributions, you will be given the option of aggregating your deferred membership with your active membership.

It is important to discuss your options with the City and County of Swansea Pension Section before your career break starts, especially as there is a time limit should you choose to buy back the pension contributions.  Further information can also be found on the website City and County of Swansea Pension Fund.



5.  RIGHT TO REQUEST FLEXIBLE WORKING

All employees have the right to request flexible working.

Agency workers and office holders do not have a statutory right to request flexible working.  Nevertheless, employers may still wish to consider a request from these groups as flexible working can bring business benefits as well as benefits to the employee.


6.  APPLYING FOR FLEXIBLE WORKING

· Only two applications to work flexibly is allowed within a 12 month period.
· Requests must be made to the line manager via iTrent Employee Self Service.  


7.  HANDLING THE REQUEST

Employers should aim to respond to this formal request within 14 days of the application being submitted by arranging a meeting with the employee.  This will provide an opportunity to explore the desired work pattern in depth, and to discuss how best it might be accommodated.  It will also provide an opportunity to consider other alternative working patterns should there be problems in accommodating the desired work pattern outlined in the employers’ application.  The employee has the right to be accompanied to this meeting by their union representative or work colleague.

Decisions will be based on whether or not a request can be granted on business grounds rather than the employee’s personal circumstances.  Flexible working arrangements will not be granted where it is considered that the efficiency of the service will be adversely affected.

Having considered the changes the employee is requesting and weighed up the advantages, possible costs and potential logistical implications of granting the request the employer must let the employee know their decision to either:

· Accept the request and establish a start date and any other action; or
· Confirm the compromise agreed at the discussion, such as a temporary agreement to work flexibly; or
· Reject the request, setting out clear business reasons, how these apply to the application and any appeal process.

The decision will need to be made within two months of the request by responding to the initial request via iTrent as this can prevent any confusion at a later date.  Where the request is granted, it is important to set out what changes will be made to the employee’s terms and conditions.


8.  REJECTING A REQUEST

Any application will only be rejected for one of the eight business reasons as set out below:

· The burden of additional costs;
· An inability to reorganise work amongst existing staff;
· An inability to recruit additional staff;
· A detrimental impact on quality;
· A detrimental impact on performance;
· Detrimental effect on ability to meet customer demand.
· Insufficient work for the periods the employee proposes to work;
· A planned structural change to your business.

Employers are legally obligated to consult with employees before rejecting the request.


9. APPEALS

A right of appeal will exist in relation to any decision made not to approve a request for flexible working. This will be in accordance with the final stage of the Council’s Grievance Procedure.

Those carrying out the final stage of the Council’s Grievance Procedure should be mindful of the makeup of the panel considering the nature of the request and whether a diverse panel is appropriate where possible.


10.  PENSION

It is the employee’s responsibility to contact the City and County of Swansea Pension Section to find out whether any contractual changes made under the Flexible Working Policy will have an impact on their pension.
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