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REPORT TO CABINET


3 March 2009

TITLE OF REPORT:
The Introduction of a Compressed Hours Scheme  
REPORT OF:
Mike Barker, Strategic Director, Legal and Corporate Services  

Purpose of the Report 

1. To seek approval for the introduction of a compressed hours scheme to help improve the work life balance of Council employees.  



Background 

2.
Compressed hours is a form of flexible working that enables employees to request a reduction in the number of days worked by extending the number of hours worked on each day. Where agreed, compressed hours allow employees to have longer periods of non-working time to pursue other interests, whilst retaining the salary of the full-time post.  

3.
The Council has introduced several policies and schemes during the last few years to assist employees to achieve a better work life balance.  Policies are now in place regarding Career Breaks, Home working and Special Leave.  In addition improvements to existing arrangements for Holiday entitlements, Flexitime and opportunities for Part Time Working have been introduced.  

4.
These positive approaches to flexible working enhance the Council's position as an "Employer of Choice" and help recruit new employees, whilst motivating and hence retaining existing employees. 



Proposal 

5.
It is proposed to introduce a Compressed Hours Scheme that enables employees to apply to work new work patterns, details of the proposed scheme are given in Appendix 2.  

Recommendations

6. It is recommended that Cabinet recommend Council to approve   the introduction of the Compressed Hours Scheme detailed in Appendix 2 from 1 April 2009.

For the following reasons:


(i)
To improve the recruitment and retention of employees,


(ii)
To improve the Council's position as an "Employer of Choice".
CONTACT:  Paul Thompson            extension 2254
PLAN REF:  











APPENDIX 1


Policy Context 

1. Through the introduction of policies and schemes aimed at improving the work life balance of employees, the Council will enhance its ability to retain and recruit employees who are motivated to deliver the services that make a positive contribution to Vision 2030 and the Corporate Plan.  

Background

2.
Compressed hours is a form of flexible working that enables employees to request a reduction in the number of days worked by extending the number of hours worked on each day. Where agreed, compressed hours allow employees to have longer periods of non-working time to pursue other interests, whilst retaining the salary of the full-time post. 


For example 37 hours (or 35 hours 50 minutes) over a 4 day week


Or 

74 hours (or 71 hours 40 minutes) over a 9 day fortnight.


Other combinations of hours may also be considered.

3.
The compressed hours scheme will operate at the Council's discretion. It is not a contractual entitlement and is subject to line manager’s approval having considered the demands of the service. The requirement to provide services on behalf of the Council means the needs of the service must be considered first.

4.
Before a request to work compressed hours is approved, the line manager must determine whether this form of working pattern is appropriate to the nature of work with which the employee is involved, and also the working arrangements of others in the service.

5.
The Council has introduced several policies and schemes during the last few years to assist employees to achieve a better work life balance.  Policies are now in place regarding Career Breaks, Home working and Special Leave.  In addition improvements to existing arrangements for Holiday entitlements, Flexitime and opportunities for Part Time Working have been introduced.  

6.
These positive approaches to flexible working enhance the Council's position as an "Employer of Choice" and help recruit new employees, whilst motivating and hence retaining existing employees.   

Consultation

7.
Consultation with the trade unions has taken place with the regard to the draft scheme, their response was positive.  Several minor changes to the original draft were agreed together with a post implementation review of the operation of the scheme following a reasonable operational period.

  

Alternative Options

8.
The alternative option would be not to introduce a Compressed Hours Scheme.  This would be counter to the improvement to employees’ options for flexible working and hence act as a negative in respect of the Council's employment package.  

Implications of Recommended Option 

9. Financial Implications – There are no financial implications arising from this report.
10. Risk Management Implication – There are no risk management implications arising from this report.
11. Human Resources Implications   – The introduction of a compressed hours scheme will improve the Council’s position as an “employer of choice” and help recruit and retain employees.
12. Equality and Diversity Implications – The introduction of a compressed hours scheme will contribute to the flexibility offered by the Council in terms of work patterns.  This will potentially enable recruitment from a more diverse range of applicants.
13. Crime and Disorder Implications – There are no crime and disorder implications arising from this report.
14. Health Implications – There are no health implications arising form this report.
15. Sustainability Implications - There are no sustainability implications arising from this report.
16. Human Rights Implications – There are no human rights implications arising from this report.
17. Area and Ward Implications – There are no area and ward implications arising from this report.










APPENDIX 2

Gateshead Council

Compressed Hours Scheme

1. Aim of Scheme

2. Employees Covered by the scheme

3. Application Process

4. Hours of Work

5. Flexible Hours

6. Annual Leave

7. Bank Holidays and Statutory Holidays

8. Statement of Particulars of Employment

9. Additional Information

1.
Aim of Scheme

Compressed hours is a form of flexible working which can assist employees in achieving a better work-life balance.  It enables employees to request a reduction in the number of days worked by extending the number of hours worked on each day.

For example 37 hours (or 35 hours 50 mins) over a 4 day week

Or 

74 hours (or 71 hours 40 mins) over a 9 day fortnight.

Other combinations of hours will also be considered.

Where agreed, compressed hours allow employees to have longer periods of non-working time to pursue other interests, whilst retaining the salary of the full-time post.  

2. Employees covered by this Scheme

The compressed hours scheme operates at the Councils discretion. It is not a contractual entitlement and is subject to line manager’s approval having considered the demands of the service. The requirement to provide services on behalf of the Council means the needs of the service must be considered first.

Some jobs may not be suitable for compressed working arrangements although all employees can make a request.  

Before a request to work compressed hours is approved, the line manager must determine whether this form of working pattern is appropriate to the nature of work with which the employee is involved, and also the working arrangements of others in the service.

If the request is declined and the employee is not happy with this decision and feels they have sufficient grounds to work Compressed Hours, then they can appeal to the Strategic Director, Legal and Corporate Services. The final decision rests with the Strategic Director, Legal and Corporate Services.

3.
Application Process

Following initial informal discussion with their line manager, the employee must complete the Compressed Hours Application Form which includes:  

· A description of the change applied for, e.g. a new working pattern, and the date the employee wishes it to become effective;

· An explanation of the effect that they envisage the change will have on the service, including how it might be accommodated;

· A signature and date. 

If the employee is eligible for the right to request flexible working for example if they have a child under 16 (or 18 if the child has a disability) or have caring responsibilities (refer to The Right to Request Flexible Working Policy) their application for compressed hours must be made on the form in that policy rather than the compressed hours form. 

Although all employees have the right to request compressed hours there are several grounds on which the application can be refused.  The following list is not exhaustive:

· Insufficient work during the period the employee proposes to work

· Burden of additional cost

· A detrimental effect on the ability to meet customer demand

· An inability to reorganise work amongst existing employees

· An inability to recruit additional staff

· A detrimental impact on quality or performance

· Planned structural changes

· A need for consistency of approach, for example in management style or service delivery, that can only be provided by the same post holder five days’ per week.

· The post holder has supervisory or line management responsibilities that require them to be available five days’ per week.

Managers should ensure that their service can function properly when agreeing to an application for compressed hours.

A compressed hours arrangement would be relevant to an individual in a specific job.  If the employee changes jobs or base and wishes to maintain this arrangement they would have to reapply.

4.
Hours of Work

If a request to work compressed hours is granted it will be necessary to agree in writing when the hours are to be worked.  A lunch break of not less than 30 minutes must be allowed for.  An employee cannot work longer than 6 hours before taking this 30 minute lunch break.

Working time must be within legal requirements, which stipulate a maximum of 48 hours a week can be worked and there should be a minimum of 11 hours rest in between each day (12 hours for workers under 18).

A full time employee working 37 hours (35 hours 50 mins) cannot compress their hours into less than four working days.

5.
Flexible Hours

The Flexi-Time Scheme will not be available for employees working compressed hours. 

If there is a clocking-in machine available employees must clock in and out as usual.  The manager and the employee can then ensure the agreed hours are worked.

6.
Annual Leave

For an employee working compressed hours annual leave will be expressed in terms of hours rather than days per leave year, to take into account the fact that the working day is longer than the standard.

The following formula should be used to calculate annual leave in hours:

Number of hours worked per week

5 days
X
Normal annual leave allowance

Any leave taken should then be deducted in hours.  Please contact your staffing team if you have any queries with annual leave.

7.
Bank Holidays and Statutory Holidays

As with annual leave, the entitlement to Bank Holidays and Statutory Holidays should be expressed in hours.

Number of hours worked

Full time public and


Per week
X 
Statutory holidays 


5

If a Bank Holiday falls on a working day the usual working day hours should be deducted from the entitlement.  If a Bank Holiday falls on a day not usually worked, ie on a Monday when the employee works Tuesday to Friday, then no deduction of hours is necessary.   Please contact your staffing team if you have any queries regarding taking this leave.

8.
Statement of Particulars of Employment

Contractual arrangements will remain unchanged as pay will not be affected and annual leave will remain the same but will be displayed in hours.  

Any agreement to allow an employee to work compressed hours, unless this has been agreed under the Right to Request Flexible Working Policy, is subject to continual review and should be discussed at the employees’ Achievement and Development meeting.

Unless agreed through the Right to Request Flexible Working Policy, the Head of Service has the right to withdraw compressed hours with notice due to operational reasons.  This notice should be reasonable and not less than one month.

9.
Additional Information


9.1
Other policies that are linked to or relevant to this scheme

· The Right to Request Flexible Working Policy
· Flexitime Scheme
· Other Work Life Balance Policies
9.2
Relevant Legislation and Guidance 

· Employment Act 2002 (Flexible Working – The Right to Apply)
· Working Time Regulations
Useful Contacts

	ACAS

Cross House 

Westgate Road

Newcastle upon Tyne

NE1 4XX

0191 269 6000

www.acas.org.uk

	UNISON

Suite 5

New Century House

West Street

Gateshead 

www.unison.org.uk

	GMB

1 Mosley Street 

Newcastle upon Tyne

NE1 1YE

0191 233 3930

www.gmbnorthern.org.uk

	Human Resources

Human Resources

Civic Centre
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