Summary of Flexible Working Tool-Kit
“Queen Margaret specialises in professional education and research that informs the development of policy and practice in health, drama & creative arts, media & social science and business & enterprise. The expert knowledge developed at Queen Margaret touches people's everyday lives”
Introduction

Research is showing that rigidity of working practices has been identified as one of the prime reasons people are leaving organisations and that organisations can greatly benefit from the many positive outcomes of offering flexible working options, for example, high retention, increased attendance levels, higher productivity due to improved morale and motivation, reduced overtime costs and costs associated with temporary or visiting employees. QMUC recognises the importance of the research findings and strives to implement good practices that will avoid valued employees choosing to leave QMUC unnecessarily.  
QMUC employees and teams are now being offered more flexibility/control around how and when they work, whilst ensuring that organisation and customer needs are still met – everyone’s a winner!

The successful implementation of the QMUC flexible working options are dependent on individuals, teams and mangers/leaders being outcome and achievement focused and not judging people based on hours spent at work.  High trust and open relationships are also essential to its success. Detailed Activity Plans which clearly outline the aims and objectives of the individual/team, the outcomes expected and timescales are at the heart of this process, with this clarity many challenges can be prevented.

It is recognised that informal practices of flexible working currently exist in QMUC. We aim to build on the QMUC best practice that is in operation, with the aim of ensuring that all QMUC employees have access to request and have full consideration of their request to adopt a more flexible approach to achieving their work commitments.

What is Flexible Working?

“Flexible working” is a broad term used to describe  all kinds of employment which differ from the traditional 9-5 full time job with a permanent (open-ended) contract.

Flexible Working Options

Flexi-Time 
QMUC Flexi-Time system is an individual and team approach to scheduling work, giving people more control over the patterns of their working week. 
Job Share

A Job Share is a formal agreement whereby the duties and responsibilities of one full-time post is shared by two, or more, employees. A job share could be divided on the basis of:

· the number of hours worked, 

· the number of days worked, 

· the tasks covered, or,

· any combination of above. 

In principle, all posts are open to job sharing. Managers who consider a post unsuitable for job sharing must be able to demonstrate that the condition or requirement for work full-time, is justifiable. It is advisable for Managers to contact  HR  for advice.
QMUC Semester Working 
A Semester Time Flexible Working  allows employees to work QMUC semester time only. Salaries are paid in pro-rata accordingly. 

Term Time Working 
Term Time Flexible Working gives employees the right to unpaid leave during some or all of the school holidays.

School Time Working 
School Time Flexible Working may be offered in addition to Term Time flexible working option or as an alternative.  For School Time Flexible Working an employee may commence work early or just after they take their child to school and finishes work in time to collect their child from school.  The ability to access this facility will depend on the type of job undertaken by the employee and the impact this working pattern would have on the team and service provided.  
Annualised Hours
Annualised hours provides a way of organising working time by agreeing with employees to work an arranged number of hours per year rather than a standard number each week. 

The actual number of hours worked by an employee during the week will then be “flexed” to match workload requirements.  As well as hours being varied week to week, they may also be varied seasonally and/or according to fluctuation of service demands. 

Part Time Working 
Part time working allows employees to contractually reduce the numbers of hours they work. There are a variety of options including working half-days, shorter days, a reduced number of full days or an agreed number of hours in an arranged pattern/period of time.

Working from Home

‘Working from Home’ working is defined as ‘employees of QMUC who work on an ad hoc basis from home’.
This Flexible Working Option does not apply to employees who work from home on a permanent basis – these employees should refer to the  ‘Home Based Working’ Flexible Working Option. Although many issues apply to both groups of employees there are a small number of significant issues that differentiate the two groups, hence the 2 documents.

Home Based Working 

Home based working is defined as ‘employees of QMUC who works on a permanent basis from home’.
This Flexible Working Options does not apply to employees who work from home on an ad hoc basis – these employees should refer to ‘Working from Home’ Flexible Working Option. Although many issues apply to both groups of employees there are a small number of significant issues that differentiate the two groups, hence the 2 documents.
Voluntary Reduced Hours 
V-time working means voluntarily reduced working for a specified period, usually to enable employees to manage other personal or caring commitments.  V-time periods can last up to five years, but six months or one year are most typical.
Reduced hours patterns enable people to continue to work when they are unable to fulfil the requirements of full-time work because of caring and other responsibilities.   They can also attract people who are qualified and able to work but are simply not interested in working full-time. V-time is intended primarily to enable employees to reduce their work commitment for defined period, with a corresponding reduction in earnings and related benefits.  

Compressed Working Time
Compressed Working allows employees to ‘compress’ their working time into longer but fewer working days, without reducing the total number of hours they work. 
For example, a full-time employee may compress their hours into four long days rather than five average days per week; or into nine days out of ten.  The employee can opt to take one full day or half day off each week, or sometimes one full day per fortnight is preferred.  

Zero Hours

Zero Hours contracts provide the opportunity for individuals to join the QMUC bank of workers and work for QMUC as and when it is mutually possible and convenient to both parties.  QMUC is under no obligation to provide any working hours and the employee does not have to work any hours when requested.

Retirement
This section will define the new responsibilities on the employer and employees in terms of retirement and adhere to The Employment Equality [Age] Regulations 2006. 
Queen Margaret University College’s policy is to operate a contractual or ‘normal’ retirement age (NRA) for all employees of 65 years of age.
This means that, as the employee approaches their normal retirement age, the employee must formally request to continue to work at QMUC beyond the age of 65. QMUC has a duty to give serious consideration to each request. QMUC will take all reasonable steps to accommodate an employee's request to continue working beyond their normal retirement age.

Phased Retirement- refer to other flexible working options
A phased retirement would allow the employee to become accustomed to an increased amount of leisure time prior to their contractual retirement age.

A structured phased retirement would allow employees, from the age of 60 years old and onwards, to reduce their hours of work gradually in the run up to retirement. 

If possible, employees should intimate to their line manager as early as possible what their wishes are in relation to retirement. This will provide increased time and therefore opportunity for managers and employees to consider all potential options.

More to come (by January 2007)
In addition a further nine options will be reviewed/updated or incorporated into the Tool-Kit by January 2007, namely:

· Secondments

· Sabbaticals

· Career Breaks

· Maternity/Breastfeeding

· Paternity

· Adoption and Fostering

· Dependancy

· Compassionate/Bereavement

· Annual Leave

Subject to the consultation and pilot process it is expected that the Full Tool-Kit will be available to all employees from February 2007 onwards.

HR is interested in hearing from individuals or teams who might be interested in piloting any aspect of Flexible Working over the next 6 months. If teams or individuals are interested they should discuss this opportunity with their Line Manager in the first instance and then contact HR to arrange an "Introduction to Flexible Working" meeting.

Flexible Working is a “Benefit” not a “Contractual Right”
It is important to note that the Flexible Working Options are a benefit and not a contractual right, as such Flexible Working may be withdrawn at management discretion (a minimum of 12 weeks notice will be given) when there is planned long-term change. 

At times it may not be possible to give employees 12 weeks notice,  therefore a shorter time scale will be negotiated. 
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