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PROCESS 
For quick reference the guide below is a summary of the policy principles and actions required. The full details of the process to be followed can be found in 
Section 3 – Process.  
 
 

OUTCOME 
STAGE 

START 

Flexible working 
conversations take place 
regularly and informally.  

Individual expresses desire 
to make a change in their 

working arrangement and is 
signposted to support and 

advice as required.  

Individual submits formal 
request for flexible 
working via ESR  . 

ESCALATION 
STAGE  

Referred to Senior Line 
Manager for further 
support and look at 
options outside the 

current role, team or 
location 

 

Request is 
agreed 

• Duration is confirmed as time limited or on going for foreseeable future 

• Send Employee letter Application for Flexible Working Confirmed (or appeal 
outcome letter) 

• Update ESR with outcome and contractual changes required 

• Request is implemented and contractual change processed if required. 
 

Review Regularly as required (at least 
annually at appraisal)  

DOES THE 
INDIVIDUAL 

WISH TO 
APPEAL? 

 

Yes   
 

UPHELD 

APPEAL 
HEARING 

NOT 
UPHELD 

Statutory requirement of a 3 month timescale from formal request to end of process, unless 
otherwise agreed. 

INITIAL 
EXPLORATION 

STAGE  
meeting with line 

manager to discuss 
the request explore 

how it can be 
accommodated 

 
Iital  

No  
 Alternative 

agreed  
 

Alternative 
agreed  

 No Solution 
Agreed 

 

No Solution 
Agreed 

 
End of Process 

Continue having 
conversations and 

regularly discuss right to 
make further requests 

 

Key timescales 
Initial meeting to be held within 7 working days of 

receipt of employees’ request 
 

Stage to be completed including outcome letter 
within 14 working days of the first meeting. 

This 

Key timescales 
Meeting to be held within 7 
working days of receipt of 

referral 
 

Aim to complete stage including 
outcome letter within 14 
working days of meeting. 

Update ESR  
Send Employee 

letter 
Notification of 

Moving to 
Escalation Stage 

 

Update ESR  
Send Employee letter  
Unable to agree 
request to work on 
flexible basis  

Key Timescales 
As soon as possible after the 

conclusion of the escalation stage. 
 

Request is 
agreed 
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1. INTRODUCTION 
This policy describes what flexible working options are currently available, their impact on pay and 
benefits (where applicable) and the process for requesting flexible working. 
 
The procedure must be completed within 3 months of the initial request being made, including the 
appeal, unless agreed with the employee. 
 
The policy satisfies the provisions of the national terms and conditions and statutory provisions for 
flexible working and extends it to all staff; not just those with 26 weeks service.  
 
Please note the term senior line manager in this policy refers to the line manager’s manager. 
 
1. Portsmouth Hospitals University NHS Trust (The Trust) recognises that a positive work/life balance 

benefits both employees through improved health and wellbeing; and the Trust, to provide 
excellent patient care as staff are more satisfied and engaged in their work and we are able to 
recruit and retain skilled staff. 
 

2. The Trust is committed, with the wider NHS, to improving the quality of working life for staff, and 
recognising the diverse nature of our workforce. This policy contributes to delivering the ‘F lexible 
Working’ Element of the NHS People Plan. 
 

3. All roles within the Trust will be considered as being open to flexible working arrangements at all 
stages (including at recruitment), unless there is an objectively justifiable reason why this cannot be 
supported. This must be provided to the employee in writing.  
 

4. Flexibility at work should be considered as the norm and as an employer we will promote flexibility. 
Conversations about flexibility should be on the agenda in regular staff engagement, one to ones, 
health and wellbeing conversations, appraisals and team discussions. Flexible working arrangements 
should be regularly reviewed to ensure that they continue to meet both the needs of the employee 
and of the service. 
 

5. All employees regardless of their length of service or staff group are able to make a request to work 
flexibly and do not need to have a specific reason or justification for making a request. This is a 
contractual enhancement that is above the statutory provisions.  
 

6. There is no limit to the number of flexible working requests an employee can make. This is a 
contractual enhancement that is above the statutory provisions. 
 

7. Formal requests for flexible working, and the outcomes should be recorded on ESR to enable Trust to 
maintain monitor and maintain an overview of the application of this policy. 

 
2. SCOPE 

This policy applies to all employees of Portsmouth Hospitals University NHS Trust regardless of their 
length of service, contract type or staff group.  
 
All Trust staff (including permanent, locum, secondee, students, agency, bank and voluntary), the 
Ministry of Defence Hospital Unit, Joint Hospitals Group South (Portsmouth), and Retention of 
Employment (ROE) staff must follow the policies and procedures agreed by the Trust. Breaches of 
adherence to Trust policy may result in formal procedures being undertaken in line with the Trust’s 
disciplinary policy. 
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In the event of an infection outbreak, pandemic or major incident, the Trust recognises that it may not 
be possible to adhere to all aspects of this document. In such circumstances, staff should take advice 
from their manager and all possible action must be taken to maintain ongoing patient and staff safety. 
 
The Trust is committed to promoting a culture founded on the values and behaviours which will bring us 
closer to achieving our vision of working together to drive excellence in care for our patients and 
communities. All staff are expected to uphold the Trust Values of Working Together: For Patients, With 
Compassion, As One Team, Always Improving and all leaders are expected to display and role model the 
behaviours outlined in the Trusts Leadership Behaviours Model 
 
This policy should be read and implemented with the Trust Values and Leadership Behaviours in mind at 
all times. 
  

3. PROCESS 
3.1 Informal Process 

Conversations between employees and their managers about flexible working should be the norm 
and happen regularly and informally. This allows the manager to accommodate short term needs 
for flexibility and sign post the employee to relevant information and advice before they choose to 
submit a formal application.  
 
Once an employee has decided that they wish to submit a formal request for flexible working they 
should do this via ESR. 

                 
3.2 Formal Process 

Once an employee has made a formal request for flexible working the process including appeal 
stage must be concluded within three months of the employee making their formal request; unless 
the employee has agreed to an extension. 
 
The timescales specified in this policy for each stage are recommended and designed to support the 
achievement of resolution of the employees request in the required timescale, however they are 
not a mandatory part of the policy. 
 
Where possible agreement should be reached at the lowest possible stage of this process. 
 
Employees may choose to be accompanied at any meetings held under the formal process to 
discuss their request by a Trade Union or staff elected representative or work colleague. 

 
3.2.1 Initial Exploration Stage 

Within 7 working days of receiving the employee’s request for flexible working, the 
manager should meet with the employee to discuss their request.  
 
The aim of this meeting is for the line manager to work through with the employee what 
they want to achieve, and to identify and evaluate options for achieving it. This may involve 
more than one conversation with the employee whilst alternatives are discussed or whilst 
additional information is sourced.  
 
It is important that conversations are approached open and creatively and managers think 
about ‘how they can’ accommodate the request, rather than ‘why they can’t’. Equally 
employees need to approach to the conversation openly think about what they want to 
achieve and work with their manager to achieve an appropriate solution. This may include 
considering other options or trialing arrangements. 
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Managers will also need to agree with the individual whether, and how any proposals are 
discussed with team members.  
 
This stage should be concluded, including written confirmation of the outcome of the stage 
within 14 working days of the first meeting in this stage being held. 

 
3.2.2 Initial Exploration Stage Outcomes  

Request Agreed or Alternative Agreed - If the employees request for flexible working is 
agreed or an alternative is agreed, the duration and review period should be confirmed by 
the manager in writing to the employee choosing the appropriate paragraph from the 
letter ‘Application for Flexible Working Confirmed’ which can be found at Appendix B. 
 
The manager should also record the outcome of the meeting on ESR and complete any 
contractual changes as required. 
 
Agreement cannot be reached – If the manager and the employee are unable to reach an 
agreement on the employee’s request for flexible working then the manager must refer 
the employee’s request to their senior line manager for further support and to look at 
options outside of the current role or team.  
 
Where this is the case the manager must confirm this in writing to the employee using letter 
‘Notification of moving to Escalation Stage’ which can be found at Appendix B.  
 
The outcome letter should be sent as soon as possible after the meeting. 
 

3.2.3 Escalation Stage  
On receipt of the referral to Escalation stage the senior line manager should arrange to 
meet with the employee within 7 working days to discuss the referral. 
 
The purpose is to check for other possible solutions including whether the form of 
flexibility the individual is seeking could be accommodated this may include: 
 

• Re-visiting with the immediate line manager why, they felt they needed to refer 
the matter to the referral stage and what options and ideas were explored and 
considered.  

• Looking at whether the flexibility requested can be accommodated in another 
team, another equivalent role or different location. 

• Agreeing with the employee an extension to the timescale within the procedure to 
allow full exploration of other options.  
 

Both the senior line manager and employees need to maintain open and honest dialogue 
during this period and be prepared to consider, and fully explore alternatives, consider 
compromises, and seek expert advice when required. 
 
More than one meeting may be required to explore all options. Managers should aim to 
resolve the Escalation Stage and reach the Decision Stage within 14 working days of the 
referral. 

 
3.2.4 Decision Stage 
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Once the exploration stage is completed the Senior Line Manager must confirm to the 
employee in writing the conclusion of the Escalation Stage as soon as possible. 
 
The outcome of the Escalation Stage will be: 
 
Request Agreed or Alternative Agreed - If the employees request for flexible working can 
be agreed or an alternative arrangement is reached the duration and review period should 
be confirmed by the Senior Line Manager in writing to the employee choosing the 
appropriate paragraph from the letter ‘Application for Flexible Working Confirmed’  which 
can be found at Appendix B 
 
The manager should also record the outcome of the stage on ESR and complete any 
contractual changes as required. 
 
Request Cannot be Agreed - If after full and thorough exploration of all the options an 
agreement cannot be reached on how the flexible working arrangement can be 
accommodated. This needs to be confirmed to the employee in writing, documenting what 
options were considered as part of the process, the reason for refusal and the objectively 
justified reasons for this together with details of the appeals process. Please use letter 
‘Unable to agree Request to Work on Flexible Basis’ which can be found at Appendix D. 

 
3.2.5 Appeals 

An employee may appeal against their manager’s decision, if;  

• They believe the request has not been considered fully as the reasons given for 
refusal are not justifiable.  

• They believe the correct procedure has not been followed 

• They do not receive a formal response (in writing) from the senior line manager as 
to the outcome of the Escalation Stage. 

• The process has not been concluded with in 3 month timescale, or agreed 
timescale where an extension has been agreed.  

 
This list is not exhaustive. 
 
Employees wishing to raise an appeal against the decision should follow the process set out 
in the Appeals Procedure. The appeal will be heard by a manager who is independent of 
the situation. 

 
3.3 Flexible Working Options 

Flexible Working Options currently available include: 
 
Job Share – This is a contract where two people carry out one post between them. For further 
details please see the Trust’s Job Share Policy 
 
Part time working – This is where an employee is employed to work less than full time (full time is 
usually considered to be 37.5 hour per week for Agenda for Change staff or 40 hours/10 sessions 
for Medical Staff). All pay and benefits are adjusted pro rata. This option will normally allow some 
flexibility in the hours/days worked each week. Employees choosing a part time option should 
remember that if they work additional hours they will be paid at normal rate (i.e not overtime) until 
the full time hours are exceeded. 
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Temporary Reduction in working hours – This is the same as the above, with the difference being 
that a reduction in contractual hours is agreed for a set period of time (no more than one year is 
recommended). However this will be reviewed on case by case basis. During the reduction the 
employees pay and benefits will be pro rated as described above, but will revert back to the 
previous contractual rates on the agreed end date. 
 
Staggered Working Hours – This is where an employee works the same number of days and the 
same scheduled days as their existing contract but changes their start and finish times to suit their 
personal circumstances (e.g working from 10 am to 6 pm instead of 9 am to 5 pm) 
 
Flexi Time – This is where the employees start and finish time vary day to day – but there is no 
change to pay and benefits and there is no entitlement to enhanced hourly rates being paid for 
work done in ‘premium hours’ where this is not a contractual requirement. There will be certain 
‘core hours’ that the employee will be required to work every day, but there will be flexibility about 
start and finish times, providing the total number of hours worked each week add up to their 
contracted hours. Flexi time is often worked within a team setting so consideration must be given 
to ensuring the service is covered during specific times. A record of hours worked must be kept. 
Hours must not be allowed to accumulate to an excessive level with such a working arrangement as 
this not good for the wellbeing of the team or the employee concerned. 
 
Home Working - The pandemic has shown us that there are many roles that can be carried out 
effectively from home and in some cases is still required to support social distancing in office 
spaces. It should be remembered that working from home can take two forms: 
 

• Home based working – this is where the employee is contractually based and all their 
contracted hours are worked from home – there may be a limited requirement to attend a 
place of work for meetings. 

 

• Working from Home – this is where the employee does some of their work from home 
either on a regular (set days per week ) or adhoc basis (as and when required), or all of their 
work from home for a temporary period ( such as was the case in the pandemic). 

 
Annualised hours - This is the contract where the hours an employee works are calculated on a 
yearly rather than a traditional weekly basis, so that their hours can be spread unevenly over the 
year. These types of contracts are helpful in roles where there are peaks in demand. The annualised 
hours process is outlined in Appendix F. 
 
Term Time only working - This is a contact where an employee continues to work full or part time 
hours but has unpaid leave during school holidays. Annual Leave is usually taken during school 
holidays. Annual leave and pay is calculated  based on the number of weeks in the year when the 
employees is at work.  Any unpaid time (for example the school holidays) will be excluded for the 
purposes of calculating annual leave entitlement. For example where an employee never works 
during the school holidays, this will normally equate to 13 weeks unpaid leave, so therefore the 
leave entitlement will be calculated on 39 weeks of the year. 
 
Compressed Hours –This is an arrangement where an employee works their contracted hours in a 
compressed way so they work longer days to complete their contracted hours and have a day off or 
an earlier finish time on a particular day. Examples of this type of arrangement includes 9 day 
fortnights or working longer hours to enable an early finish on a particular day. Due consideration 
should be given to the Working Time Directive, for such arrangements to ensure that staff have 
adequate rest breaks between shifts.  
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There are also other Trust policies and working practices that can support formal and informal 
flexibility at work and these include: 
 

• Roster Policy – publishing rosters 8 weeks in advance to allow employees the opportunity 
to plan their out of work activities/request shift swaps. 

• Special Leave Policy- Covers the leave provisions available for emergency and other 
unforeseen situations 

• Maternity, Paternity, Adoption and Parental Leave Policy – the statutory provisions and 
occupational benefits for working parents. 

• Use of TOIL – Can be useful when an employee needs to take time off, and is able to make 
the hours up at a later date. 

• Retire and Return – This allows employees to continue working, which may involve working 
at a lower band and/or reduced hours and take their pension – it is very useful for 
employees wishing to phase into retirement. 

• Employment Break policy – Allows employees the ability to have a break away from work to 
explore other interests or manage their family situations. 

 
These should be applied for as described in the applicable policy document. 

 
4. TRAINING REQUIREMENT 

Managers will be briefed on the content of this policy and will be able to seek training, guidance and 
assistance on its implementation from the Operational HR Team. 

 
5. REFERENCES AND ASSOCIATED DOCUMENTATION 

Joint Statement on behalf of NHS Staff Council ‘Flexible Working in the NHS’ – June 2021 available at 
www.nhsemployers.org. 
 
NHS Staff Council – ‘Guidance for Joint Union – Employer partnerships on reviewing flexible working 
policies’ -www.nhsemployers.org/sites/default/files/2021-08/Joint%20negotiating%20guidance%20-
%20reviewing%20flexible%20working%20policies_July2021.pdf 
 
ACAS Code of Practice Booklet – Code of Practice - Handling in Reasonable Manner Requests to 
Work Flexibly – June 2014.  Available at www.acas.org.uk/acas-code-of-practice-on-flexible-working-
requests 
 
NHS Flex for the Future Programme Resource Library 2021 Available at www.timewise.co.uk/nhs-
flex-for-the-future-programme-resource-library 

 
ACAS Advisory Booklet – Flexible Working and Work-Life Balance – June 2014. Available at 
www.acas.org.uk 
 
Chartered Institute of Personnel and Development (CIPD) – Flexible Working Factsheet, Revised June 
2014. Available at www.cipd.co.uk 
 
Business Link – Flexible Working the Law and Best Practice 2014. Available at 
www.businesslink.gov.uk 
 
New NHS Consultant Contract – Part time and Flexible Working – (27th August 2003) 
 
BMA and NHS Employers – A Guide to Consultant Job Planning , July 2011, Version 1 

http://www.acas.org.uk/
http://www.cipd.co.uk/
http://www.businesslink.gov.uk/
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Portsmouth Hospitals NHS Trust Policies: 
 

• Annual Leave and Planned Absences Policy 

• Appeals Procedure 

• Employment Break Policy 

• Job Share Policy 

• Maternity, Paternity, Adoption and Parental Leave Policy 
 
6. EQUALITY IMPACT SCREENING 

The Trust is committed to ensuring that, as far as is reasonably practicable, the way we provide services 
to the public and the way we treat our staff reflects their individual needs and does not discriminate 
against individuals or groups on any grounds. 
 
This procedural document has been assessed accordingly.  The assessment document is held centrally 
and is available by contacting the Trust Policy Management Inbox. 

 
7. MONITORING COMPLIANCE 

This procedural document will be monitored to ensure it is effective and to provide assurance of 
compliance. 
 

Element to be 
monitored 

Lead Tool 
Frequency 
of Report 

Reporting 
arrangements 

Lead 

Process to be 
followed once a 

request has been 
raised 

HR Manager Audit of 
files to 
ensure 

process has 
been 

followed 

Annually Policy audit 
report to: 
HR Senior 

Management 
Team 

Corporate HR 
Manager 

Outcomes for 
Requests for 

Flexible Working 

Workforce 
Transformation 

Manager 

ESR Report  Quarterly 
once ESR 

Fields 
available  

Report to HR 
Senior 

Management 
Team 

Workforce 
Transformation 

Manager 
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Appendix A: Duties and Responsibilities 
 

Both managers and employees are responsible for working together to find working arrangements that 
work both for the individual and the Trust with that the aim that this enables us to continue to deliver 
safe services to patients on a 24/7 basis. 

 
Managers and Senior Line Managers 

• Conversations about flexibility should be on the agenda in regular staff engagement sessions, one to 
ones, health and wellbeing conversations, appraisals and team discussions.  

• Flexible working arrangements should be regularly reviewed to ensure that they continue to meet 
both the needs of the employee and of the service (and at least annually at appraisal). 

• Being open to considering and seeking to accommodate flexible working options for all employees. 
Requests for flexible working options should only be turned down if there is an objectively justifiable 
reason and give a clear, demonstrable operational reason why this is not practicable. 

• Considering request for flexible working in a timely manner. 

• Ensuring that there is equality of opportunity in the application of flexible working options. 

• Ensuring that appropriate management support and oversight is in place for employees working 
flexibly so they do not miss out on communication, training or support or are subject to less 
favourable treatment. 

• Record the outcome of the process through ESR and issuing the relevant notifications contained in 
the Appendices of this policy document. Where the flexible working request result in a pay or terms 
and conditions change, ensuring that this actioned through ESR in time for payroll. 

 
Employees 

• Raising formal requests for flexible working through ESR (not including ROE staff and Junior Doctors 
on a Deanery training programme who will need to make their application to the Deanery). 

• Co-operating with their manager to explore and find solution for flexible working that meets their 
needs and the needs of the organisation. 

 
Operational HR Team 

• The Operational HR Team are responsible for advising all parties on the implementation of this policy 
and providing advice to both managers and employees regarding flexible working and it’s terms and 
conditions. 

• Monitoring, and reporting on the outcome of flexible working requests. 
 

Flexibility is best achieved when the following elements shown in Appendix F are in balance.   
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Appendix B: Application for Flexible Working Confirmed. 
  
 

 
 
 

Unit/Department Name 
X Level 

Queen Alexandra Hospital 
Cosham 

Portsmouth 
PO6 3LY 

Tel: 023 9228 xxxx 
Fax: 023 9228 xxxx 

Web: www.porthosp.nhs.uk 

 
 
 
 
 

 
Dear Employee Name 

 
RE: Request for Flexible Working 

 
Further to our recent discussions I am pleased to confirm that we have reached an agreement regarding 
your flexible working request dated XXX 
 
OR  
 
Further to our recent discussion I am pleased to confirm that we are able to approve your flexible working 
arrangement as per your request dated XXXX 
 
With effect from: Enter date flexible working request will start  
 
We have agreed that you will work: Describe nature of the arrangement agreed. 
 
If this change impacts on your pay or contractual terms and conditions a further letter will be sent to you 
confirming the details of the change. 
 
We will keep the arrangement under regular review through supervision and appraisals to ensure that the 
arrangement continues to meet the needs of both parties.  
 
 
 
 

Recipient Name Here 
Address Line 1 
Address Line 2 
Town/City 
Postcode 
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Yours sincerely, 
 
 
 
Line Manager Name 
Line Manager Job Title 
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Appendix C: Notification of moving to Escalation Stage 

     
 
 

 
 

Unit/Department Name 
X Level 

Queen Alexandra Hospital 
Cosham 

Portsmouth 
PO6 3LY 

Tel: 023 9228 xxxx 
Fax: 023 9228 xxxx 

Web: www.porthosp.nhs.uk 

 
 
 
 
 
 

Dear Employee Name, 
 
RE: Request for Flexible Working – Referral to Escalation Stage.  
 
I am writing following our recent discussions regarding your request for flexible working. Unfortunately I was 
unable reach a view on whether your request can be accommodated or not so I am referring your request to 
the escalation stage for review.  
 
You will be contacted by Name of manager request escalated to who will meet with you to discuss your 
request further and I will share with them all the options we have considered so far.  
 
S/he will give consideration to all of the information before confirming whether your request for flexible 
working can be accommodated or not  
 
I appreciate that this may come as a disappointment to you, but I think it is helpful to have additional input 
to help us come to an appropriate resolution.  
 
In anticipation of reaching a satisfactory arrangement  
 
Yours sincerely 
 
 
Line Manager Name 
Line Manager Job Title 

Recipient Name Here 
Address Line 1 
Address Line 2 
Town/City 
Postcode 
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Appendix D: Unable to agree Request to Work on Flexible Basis.  

 
 

Unit/Department Name 
X Level 

Queen Alexandra Hospital 
Cosham 

Portsmouth 
PO6 3LY 

Tel: 023 9228 xxxx 
Fax: 023 9228 xxxx 

Web: www.porthosp.nhs.uk 

 
 
 

 
Dear Employee Name  
 
RE: Request for Flexible Working –  Declined 
 
Following our recent discussions and careful consideration of all the options, I regret to inform you that I am 
I am unable to accommodate your request for flexible working. We have discussed alternative flexible 
working arrangements and explored other solutions including: 
 
(please give as much detail as possible about what was considered) 
 
but have been unable to reach a satisfactory arrangement/agreement both for you and the Department. 
 
Your application has been declined due to the following justifiable business reasons: 
 
(Please select from the following 8 reasons and give as much detail as possible as to why the request would 
not be practical to implement at this point in time, providing evidence where appropriate e.g. rosters or risk 
assessment documents). 
 
1.The burden of additional costs 
2.An inability to reorganise work amongst existing staff 
3.An inability to recruit additional staff 
4.A detrimental impact on quality 
5.A detrimental impact on performance 
6.Detrimental effect on ability to meet patient or customer demand 
7.Insufficient work for the periods the employee proposes to work 
8.Planned structural changes to the business 

 

 

Recipient Name Here 
Address Line 1 
Address Line 2 
Town/City 
Postcode 
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Should you wish to appeal against this decision, your appeal must be lodged in writing within 10 working 
days from receipt of this letter. Your letter should state the reasons for the appeal and should be addressed 
to:  
 
Deputy Chief People Officer. 
Cambridge House 
Queen Alexandra Hospital 
Southwick Hill Road 
PO6 3LY 
 
If you have any questions on the information provided in this letter please contact me to discuss them as 
soon as possible. 
 
Yours sincerely,  
 
 
 
 
 
 
 
Senior Line Manager Name 
Senior Line Manager Job Title. 
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Appendix E: Annualised Hours 
 
ANNUALISED HOURS 
 
An employee and their manager will agree the minimum number of hours that they anticipate they will work 
over the year. This should be no less than 120 hours per annum (10 hours per month), as being the minimum 
number of hours economical for the Trust to operate an annualized hours contract. 
 
For example - if they anticipate they will work one shift (7.5 hours) per week for 40 weeks of the year but 
increase to three shifts during holiday periods they would work 573.22 hours in a year (based on 52.143 
weeks pa). 
7.5hrs x 40 wks = 300 hrs + 22.5 hrs x 12.143 wks = 273.22 = 573.22 
 
An employee would be paid these hours over 12 months of the year. In this example therefore, they would 
be contracted for 47.8 hours per month, although they would still work the pattern of hours that had been 
agreed. 
 
An employee can be rostered to work a maximum of 48 hours in any one week however the hours worked 
must be reconciled to their contract every six months. An employee’s shift patterns and hours worked must 
comply with the needs of the service as defined by their line manager and must comply with the Working 
Times Regulations Act (1998). 
 
Timesheets must be forwarded to the Payroll Department on a quarterly basis. 
 
If an employee is regularly working in excess of the hours within their annualized hours contract or are 
unable to meet the minimum hours within the contract they should discuss this with their line manager. 
 
An overtime premium will not apply except where there is a surplus at the end of the six-monthly 
reconciliation period, which has been agreed, in advance, with an employee’s line manager. Any additional 
hours worked which have been agreed with their line manager can be paid as excess hours one month in 
arrears. An employee may carry hours over to the next month at the discretion of their manager. An 
employee’s manager has the flexibility to use either option. 
 
If an employee has worked under their agreed minimum yearly hours total at the end of the year of the 
annualized hours period, these hours will be deducted from the final month of the year’s salary. Any such 
deductions must be authorised by their line manager. An employee’s manager has the discretion to 
authorise carrying over a deficit into the next financial year. 
 
Employees on an annualized hours contract are entitled to receive the same annual leave and bank holidays 
as other staff within the Trust. Annual leave will be calculated in hours rather than days inclusive of bank 
holidays. This is in line with the Agenda of Change terms and conditions, and accommodates staff working a 
variety of hours on different days. 
 
Calculation 
 
Full time annual leave entitlement (inclusive of bank holidays) X your contracted hours 
E.g. Part time member of staff working 18.75 hours per week over 2.5 days 
35 x 18.75 = 131 hours per year 
 
The employee will book leave in hours. For example the part time employee above wishes to book one 
week’s leave, 
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131 – 18.75 = 112.5 hours remaining 
 
An employee is entitled to equal treatment, for example in any application for special leave. Any payment 
will be based on the actual rostered hours to be worked in the qualifying or reference period. 
 
An employee should follow their local reporting procedures if they are unfit for work – whether or not the 
sickness absence arises inside or outside of their rostered hours. If they are off work due to sickness they will 
be paid for the time off in accordance with the Trust’s terms and conditions. For any part weeks of sickness 
an employee should enter their rostered hours on the timesheet. For a full week of sickness they should 
enter their contracted hours on the timesheet. 
 
If an employee falls sick in a period when they are not rostered to work, sick pay will be calculated on their 
contracted hours. 
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Appendix F: Diagram illustrating element that need to balance to achieve flexibility 
Source NHS Flex for the Future Programme Resources, Timewise/NHSE/I (2021) 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


