Flexi-time and time off in lieu (TOIL) policy

General principles
XXX recognises and values the flexibility in working hours which contributes to quality services for our users. To encourage flexibility and to support employees who have care commitments, we are adopting a flexi-time policy. Please note that the policy requires full-time employees to continue to work 7.5 hour days but offers much greater flexibility in start and finish times. The policy does not allow flexi-time time to be ‘banked’ and saved for a later date, although the TOIL system allows this where hours in addition to normal hours are unavoidable.

Flexi time – full time employees

Core times are 10.00am to 4.00pm

Flexi times are 8.00am to 10.00am and 4.00pm to 6.00pm

Lunch breaks: minimum 30 minutes

All employees must work 7.5 hour day (7 hours on Friday)

Part-time employees

Where part-time employees work full days (7.5 hours), the above core and flexi times apply. For days of less than 7 hours, core hours will be agreed with your line manager. There is likely to be flexi-time of 30 minutes each side of core hours.

Time off in lieu (TOIL)

Where work arrangements require unavoidable hours in addition to normal hours to be worked i.e. an evening meeting or meetings at the start and end of the day requiring more than 7.5 hours to be worked, then TOIL can be accrued.

Toil must be for a minimum of 15 minutes i.e. 7 hours 35 minutes’ work in a day does not accrue 5 minutes’ TOIL but 7 hours 45 minutes would accrue 15 minutes TOIL.

TOIL should usually be agreed in advance with your line manager.

No more than 7.5 hours TOIL may be carried forward to the next week. For part-time staff the maximum is the number of hours usually worked in one day.

TOIL may be taken in advance of earning it where you have a pre-booked meeting.

TOIL for weekend work

Travel time for weekend work can be included in the amount of TOIL taken.

For work on Saturdays, Sundays or Bank Holidays, a minimum of three hours can be claimed even if actual work and travel time comes to less than that. If work time and travel time together come to more than 3 hours, the amount claimed will be the actual amount of work and travel time.

Residentials

If you are taking users on a residential weekend, the general principal is you will be paid while you are working but not paid while not working, even if you are away from home. For example, you will not be paid for sleeping time but you will be paid for time you are woken up to solve problems. If you are on site but not supervising, you will not be paid, but if you are supervising you will be paid.  It is up to your line manager to agree with you what is ‘working’. As with any work, if the time spent ‘working’ and therefore paid is too much to take out of your working schedule, then you may not be able to attend the residentials.

Administration Team

A core function of the Administration Team is to ensure there is adequate staff to receive callers and visitors during opening hours of 8.30am and 5.00pm. Accordingly, not all admin staff may have flexibility all the time. However, admin team members can come to their own arrangement with the Administration Supervisor and use a rota system for flexible hours. Team key hours will be 8.30am to 5.00pm; minimum cover must be maintained.

