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[bookmark: _Toc217298546]Introduction 
The Office of the Clerk of Tynwald operates a flexible working hours policy, or flexi. Flexi, as the name indicates, is a more flexible approach to working hours within the working week, providing support for everyone with their work life balance and personal commitments.
[bookmark: _Toc217298547]Linked Documents
This policy and procedure should be read in conjunction with a member of staff’s terms and conditions of employment. 
This policy may be read in conjunction with the:
· Annual Leave Policy and Procedure;
· Code of Conduct;
· Flexible Working Requests Policy;
· Disciplinary Policy and Procedure.
All policies are available on the intranet: http://intranet/companyweb/hr/Policies/
[bookmark: _Toc217298548][bookmark: _Toc512411828]Scope
[bookmark: _Hlk181627006][bookmark: _Hlk181347029]This policy applies to all staff, including temporary staff, interns and those on work experience, with the exception of Messengers to whom separate arrangements apply. 
[bookmark: _Toc217298549]Key Contacts
Responsible Division: Corporate and Engagement Services
Role of person undertaking the task: The Clerk of Tynwald
[bookmark: _Toc217298550]Key principles
The following principles will apply to this procedure:
· The Office of the Clerk of Tynwald recognises that working within a flexi time system helps to maintain a healthy work-life balance.
· Flexi time arrangements work best where they benefit members of staff and management, and support the smooth running of the Office.
· Flexi time works best when everyone communicates openly and keeps colleagues and their manager informed of the hours they are working.
· Flexi time must be agreed by a line manager.
· Members of staff must advise their line manager (or a colleague in the manager’s absence) if they are leaving the building.
· Any permanent change to working pattern or hours will require a formal request to be made under the Flexible Working Requests Policy. 
· Misuse or abuse of the Flexi Time Scheme is a disciplinary offence.

[bookmark: _Toc217298551]Core and standard hours
[bookmark: _Hlk187231179][bookmark: _Hlk187231459][bookmark: _Hlk187231123]The core office hours are 9:00 a.m. until 5:00 p.m. Monday to Friday; these are the hours during which you will perform most of your duties and be expected to attend for work. We provide you flexibility to work your contracted hours but in accordance with the requirements of this office and your team.
The standard working pattern is an average of 37 hours spread over the working week of Monday to Friday.
[bookmark: _Hlk187231110]The standard day for full-time members of staff who work a 37-hour week is 7 hours and 24 minutes. Part-time members of staff agree their working hours and pattern with their line manager in line with their contractual working hours. 
If you work full time, to work 37 hours, you will have to do some work outside the office core hours. You can do this by working 9.00 a.m. to 5.30 p.m. on Monday to Thursday, and 9.00 a.m. to 5.00 p.m. on Friday, or you may be able to vary that under this scheme. 
Line managers will advise members of staff where specific working hours are required to cover particular hours or duties. For example, public counter opening hours are 9.00 a.m. to 5.00 p.m. Monday to Friday. Therefore locking-up duties may have to be done after 5.00 p.m. Some posts require attendance until 5.30 p.m. to cover sittings or for other duties. Some posts may require an earlier start time, before 9.00 a.m., to prepare for sittings, meetings or other duties.
Regular patterns of early or late starts or early or late finishes should be agreed with a member of staff’s line manager, ensuring that adequate cover is maintained and the services of the office are not adversely affected.
Any permanent change to working pattern or hours will require a formal request to be made under the Flexible Working Requests Policy and in accordance with the relevant legislation.
0. [bookmark: _Toc217298552]Lunch breaks
Full-time members of staff are entitled to a one-hour lunch break which will usually be taken between 12 noon and 2:00 p.m. This break is accounted for in the formatting of the standard timesheet and does not need to be noted down elsewhere.
Under the flexi time system members of staff may determine the length and timing of their lunch break, subject to operational requirements and an adequate number of staff remaining in the office during the lunch period. This should be agreed with the members of staff’s colleagues and line manager.
Members of staff may choose to take a shorter lunch break however all members of staff are required to take a break of at least 30 minutes during any working day in which their attendance exceeds six hours. A deduction of 30 minutes must be made to your timesheet to reflect this.

[bookmark: _Toc217298553]Flexi Time and Flexi Leave
Flexi time 
Flexi time is intended to provide flexibility in arriving at and leaving work and taking breaks or extended breaks.
Examples of uses of flexi time
· Arriving at work later, leaving earlier on an ad hoc basis.
· Taking longer or shorter lunch breaks.
· Working late to complete a piece of work.
· Hours accumulated at busy times can be compensated with time off during quieter periods.
· Short breaks where the member of staff leaves the office, for example, smoking, vaping, changing a parking disc or visiting the staff canteen.
· Personal appointments in working hours. 
· Medical appointments including dental, physiotherapy, GP and hospital which cannot be made outside of working hours. 
Flexi time must be agreed by the line manager and, if appropriate, in liaison with colleagues who will be providing cover. Additional flexi time must only be worked where it is productive to do so.  Any use of flexi time for short breaks must be recorded on the member of staff’s electronic timesheet.
Flexi Leave
Time off in whole or half days is called flexi leave. 
Requests for flexi leave must be submitted in advance and approved by the line manager.

[bookmark: _Toc217298554]Recording Flexi
An electronic timesheet is provided to every member of staff which is formatted to calculate the time worked according to each member of staff’s working hours. 
Each working day staff are required to complete their timesheet with the following information:
1. The time arrived at work (usually in the morning).
2. The time left for a break.
3. The time arrived back from the break.
4. The time finished work for the day.
All flexi taken should be recorded on the flexi time sheet. 
[bookmark: _Hlk216171600]Any time used for short breaks should be added up and recorded on the flexi sheet (by adjusting the lunch break leave period or start time) and a note added.  Where a staff member takes regular short breaks, as agreed with the line manager, a separate version of the timesheet can be used to record these breaks.
[bookmark: _Toc217298555]Authorised Credit
Time can be added in the Authorised Credit column on the Flexi timesheet only when approved by managers. The time credit given will be specified by the manager. 
[bookmark: _Toc217298556]Recording annual Leave 
When a member of staff takes approved annual leave, the Authorised Credit column on the timesheet must be completed with a positive figure showing the number of hours of leave taken. For someone on a part time contract, the hours should reflect their agreed working pattern.
On a standard 37 hour week contract this would be 7 hours and 24 minutes for a full day and 3 hours and 42 minutes for a half day. For someone working Monday to Thursday, 5 hours a day, this would be 5 hours for a full day and 2.5 hours for a half day, and zero recorded on the Friday
[bookmark: _Toc217298557]Recording Flexi Leave 
When a member of staff takes flexi leave any hours worked should be recorded on the timesheet and a note added to record time out of the office as flexi.
For example, when a member of staff takes a full day off as flexi leave, zero hours are recorded on the timesheet for that day and where a member of staff takes part of the day as flexi leave, the actual hours worked are recorded.
No authorised credit should be applied for flexi leave.
[bookmark: _Toc217298558]Recording sick leave on the timesheet 
When a member of staff is out of the office ill, the Authorised Credit column on the timesheet should be completed with a positive figure showing the number of hours of leave taken up to the maximum of your agreed working pattern for that day.
This does not replace the recording of absence on PIP. 
[bookmark: _Toc217298559]Excess hours
If a member of staff has worked in excess of their contracted hours (e.g. 148 hours per four week-period for a full-time members of staff), the excess hours worked must be carried over to the next accounting period and timesheet.
The maximum that may be carried over is 3 days or 22.2 hours (22 hours and 12 minutes). This is calculated pro-rata for a part-time members of staff.
In the event that the maximum carry over will be exceeded, the member of staff must speak to the line manager. Generally any hours in excess of the maximum carry over will be lost and no payment in lieu will be made, unless otherwise agreed and with the approval of the Clerk of Tynwald.
Should a member of staff resign and leave their post with excess hours worked, no payment in lieu of these hours will be made. In such circumstances the member of staff should agree with their line manager how any excess hours may be taken during the notice period.
[bookmark: _Toc217298560]Deficit hours
In each four-week period a maximum of 1.5 days or 11.1 hours (11 hours and 6 minutes) in deficit may be carried over. This is calculated pro-rata for a part-time members of staff.
In the event that this maximum carry over will be exceeded, the member of staff must speak to the line manager. Only very occasionally and in exceptional circumstances will the Clerk of Tynwald authorise a deficit which exceeds the maximum deficit carry over. Failure by a member of staff to advise their line manager that they will exceed the deficit maximum may result in action under the disciplinary policy and procedure. Exceeding the deficit maximum without the authorisation of the Clerk of Tynwald may also result in action under the disciplinary policy.
Where a member of staff resigns their post, any deficit that exists at the time of resignation will require that hours owing are worked prior to the leaving date and that members of staff must not work in deficit of their contracted hours during their notice period. Should any hours be owed at the leaving date, a deduction from the final salary will be made in lieu of the number of hours owed. In exceptional circumstances the Clerk of Tynwald may agree that annual leave may be used to offset hours owed. Any deduction to salary will be confirmed in writing prior to the final salary payment date. 
[bookmark: _Toc217298561]Authorisation of a timesheet
At the end of every ‘accounting period’, which is every four weeks, members of staff must print off their completed timesheet, sign it as a true record, and pass it to their line manager for approval and filing. Managers are responsible for checking timesheets are accurately completed and any credit or deficit hours remain within limits.


[bookmark: _Toc217298562]Requesting flexi leave
Flexi leave may be taken either in lieu of excess hours already worked or in anticipation of excess hours yet to be worked. 
Flexi leave is subject to a maximum of 20 flexi leave days per leave year. This is calculated pro-rata for part-time contracts.
Requests for flexi leave must be submitted in advance and requested using the Leave Calendar on the Intranet - https://intranet.tynwald.org.im/companyweb/AnnualLeaveFlexi.aspx 
A minimum of six hours credit (pro rata) must have been carried forward before one day’s flexi-leave can be requested (three hours credit in respect of one half day’s flexi leave). Members of staff are required to show that they have sufficient hours in credit before any flexi leave is authorised by their manager. Members of staff who have a deficit of hours may not book flexi leave. 
All requests are subject to approval from the line manager. If all requests cannot be granted, priority will normally be given to members of staff who are booking annual leave.
Members of staff who take flexi leave which has not been authorised may be subject to action under the disciplinary policy.
[bookmark: _Toc217298563]Flexi time and overtime
There is a clear distinction between additional hours worked as part of the Flexi Time system as a matter of personal choice and additional hours worked at the request of a manager to complete priority tasks, which is classed as overtime.
Where a member of staff has been asked to work overtime by a line manager, it can be recorded in the overtime column on the timesheet template but must be submitted separately on an overtime claim form. Arrangements for overtime pay are stipulated on your offer letter.
[bookmark: _Toc217298564]Remote working 
All members of staff are normally required to work all hours in the office. 
Members of staff are not provided with equipment to enable them to work remotely. However, access to the Office systems can be set up on a personal machine to facilitate this. Any member of staff wishing to do so, to enable occasional remote working, must speak to their line manager in the first instance.
Any agreed time spent remote working must be logged on a member of staff’s timesheet in the same way as when working from the office.
Any regular remote working, including working from home, must be agreed by a line manager, with the approval of the Clerk of Tynwald and may require a formal request under the Flexible Working Request Policy.

[bookmark: _Toc217298565]Abuse or misuse of flexi time
Members of staff must not misuse flexi time by changing their usual pattern of working with no prior communication or permission, for example, by arriving at work early without gainful activity and then leaving early. 
Members of staff must not regularly work fewer than five days per working week unless they are contracted to work part-time hours or compressed hours that allow for this working pattern. Members of staff wishing to change their working pattern may submit a request under the Flexible Working Request Policy.
Wilful abuse of the flexi time system will be regarded as a disciplinary matter which may result in sanctions under the Disciplinary Policy. It may also result in the member of staff’s suspension either temporarily or permanently from the flexi time scheme.
Fraudulent clocking, or wilfully misrepresenting the hours worked, is regarded as ‘deliberate falsification of records’ and is an example of gross misconduct, which may result in summary dismissal.



Retention and Personal Data
Retention
Information Management is managed under the COT corporate retention schedule
Function		COT Corporate
Sub-function 		Policies 
Personal Data 
The Office of the Clerk of Tynwald on the basis of being an official authority. 
The following is a checklist to ensure the processing of personal data is applied in this policy:
	Principle
	Context
	Applied?

	Lawfulness, fairness and transparency 
	Personal data is processed lawfully, fairly and in a transparent manner 
	Yes

	Purpose limitation
	Personal data is collected for specified, explicit and legitimate purposes and not further processed in a manner that is incompatible with those purposes
	Yes

	Data minimisation
	Personal data processed is adequate, relevant and limited to what is necessary 
	Yes

	Accuracy
	Personal data processed is accurate and, where necessary, kept up to date
	Yes

	Storage limitation
	Personal data is kept in a form which permits identification for no longer than is necessary
	Yes

	Integrity and confidentiality
	Personal data is processed in a manner that ensures appropriate security
	Yes


The following is a checklist to ensure the following rights for individuals when processing personal data:
· The right to be informed
· The right of access
· The right to rectification
· The right to erasure
· The right to restrict processing
· The right to data portability
· The right to object

[bookmark: _Hlk218765444]
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