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SCHEME OF FLEXIBLE WORKING HOURS 

(Covering Local Government Employees only) 

1. INTRODUCTION 

1.1 The Scheme of Flexible Working Hours sets out the main provisions for the 
operation of Flexible Working Hours in the departments of the City of 
Edinburgh Council. 

1.2 The Scheme is fundamentally designed to allow employees to be able to 
influence, within predetermined limits, the starting and finishing times of 
each working day.  It is an over-riding principle that work must not suffer and 
therefore there will be occasions when the exigencies of the service will 
mean that it is not possible for employees to either take part in the Scheme 
or take full advantage of its provisions. 

1.3 Heads of Department shall be responsible for the overall management of the 
Scheme but employees will also have an individual responsibility to 
effectively manage their own attendance times within the terms of the 
Scheme to ensure that the needs of the service are met. 

1.4 A glossary of the main terms relating to the operation of the Scheme is 
attached as Appendix A. 
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2. SCOPE AND APPLICATION OF SCHEME 

2.1 The Scheme will apply to full-time employees covered by the Scottish Joint 
Council for Local Government Employees (SJC) (i.e. employees covered by 
the former APT&C, Manual Worker, Residential and Nursery Scottish 
Councils), who are conditioned to working the standard working day. 

2.2 The Scheme will not apply to employees whose salary is enhanced by 
payments directly related to the way in which their normal hours of work are 
arranged (i.e. night work, shift work and weekend working/irregular hours 
working) and employees conditioned to contractual overtime. 

2.3 In order to ensure that the exigencies of the service are met, Heads of 
Department will have authority to exclude certain categories of employees 
from the Scheme, suspend the operation of Flexible Working Hours or 
restrict its operation (e.g. specifying the minimum staffing levels during lunch 
periods and at the start/finish of the standard working day).  Where such 
action is proposed Heads of Department shall consult with the appropriate 
Trade Union representatives prior to implementing any changes to the 
general operation of the Scheme. 



2.4 In order to ensure that all work locations are staffed at appropriate levels at 
all times employees participating in the Scheme must be prepared to co-
operate with the minimum staffing levels set from time to time by Heads of 
Department.  It is a condition of participation in the Scheme that employees 
are therefore willing to undertake reasonable duties (particularly during the 
flexible finishing/starting periods of the day), which may not be detailed in 
their respective job descriptions, where requested by management. 
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3. NEW ENTRANTS TO SCHEME 

3.1 Subject to administrative restrictions employees who qualify for participation 
in the Scheme will participate from the earliest possible date. 
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4. EMPLOYEE RESPONSIBILITIES UNDER SCHEME 

4.1 Employees have a key role in the management of their own time under the 
Scheme both in terms of ensuring that their own attendance times meet the 
requirements of the service and that they co-operate with colleagues to 
ensure that appropriate staffing levels are maintained.  Employees are also 
responsible for managing their attendance times within the scope of the 
Scheme in relation to the maximum number of credit and debit hours 
permitted. 

4.2 Employees participating in the Scheme will require to comply with 
arrangements determined locally for time recording and reconciliation. 
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5. STANDARD WORKING DAY 

5.1 The standard working week for full time employees will be 36 hours with 
effect from 1 October 2010, arranged into standard working days as follows:- 
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6. DAILY HOURS OF WORK 

36 hours per week Monday to Thursday Friday

Start of day 0830 0830

Notional end of morning/start of meal 
break period

1215 1215

Notional end of meal break period/start 
of afternoon

1320 1320

End of day 1700 1555



6.1 Details of the daily hours of work for the purposes of flexible working hours 
are set out in Appendix B. 
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7. ACCOUNTING PERIOD AND STANDARD HOURS 

7.1 The accounting period will be four weeks and the standard hours in each 
accounting period will be either 144 hours (i.e. 7 hours 25 minutes x 16 days 
and 6 hours 20 minutes x 4 days).  

7.2 Where practicable, employees should aim to reconcile their attendance 
hours with standard hours at the end of each accounting period. 
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8. CREDIT AND DEBIT HOURS 

8.1 It is recognised that attendance hours may be difficult to fully reconcile with 
standard hours at the end of each accounting period.  Consequently, 
employees will be permitted to carry forward, from one accounting period to 
the next, a time credit of not more than 15 hours.  Any time credit in excess 
of this limit will normally be forfeited at the end of the accounting period. 

8.2 Employees will be permitted to carry forward, from one accounting period to 
the next, a time debit of not more than 10 hours.  Any excess time debit 
beyond 10 hours at the end of an accounting period will normally be unpaid 
and treated as unauthorised absence from work. 

8.3 Persistent accumulation of a time debit in excess of 10 hours at the end of 
accounting periods may, in addition to loss of pay, lead to disciplinary action 
and withdrawal from the Scheme for such time as determined by the Head of 
Department. 

8.4 Time Credits cannot be converted into additional annual leave nor annual 
leave converted into time credits.  No payments will be made for time credits 
accrued under this Scheme. 
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9. FLEXI LEAVE 

9.1 Flexi-leave is not a fundamental objective of the Scheme but a means of 
dealing with a generally unavoidable build up of significant time credits.  
Employees should therefore aim to manage their time, particularly in relation 
to the accumulation of time credits, in a way which recognises that there is 
no absolute right to flexi-leave. 

9.2 Heads of Department may, subject to the exigencies of the service, 
authorise flexi leave during core times up to a maximum of one and a half 
days or three half days in any accounting period. 



9.3 Such flexi-leave may only be granted where employees have sufficient time 
credit to cover the proposed absence without creating a time debit balance 
at the end of that working day. 

9.4 Employees wishing to apply for flexi-leave will require to comply with 
departmental procedures for the authorising and recording of flexi-leave. 

9.5 A time credit will not be granted for periods of flexi-leave. 
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10. AUTHORISED ABSENCES FROM WORK 

10.1 Heads of Department may authorise absences from work (paid or unpaid as 
appropriate) subject to the normal approval procedures. 

10.2 Such absences will include annual leave, public holidays, certified sick 
leave, special leave, maternity leave, seminars/conferences/training 
courses, time off for trade union duties or activities, jury service, service in 
non-Regular Forces, suspension from duty, compensatory leave for 
authorised overtime worked, flexi-leave, and other absences as provided for 
by Council policies or by discretion under the Council’s Scheme of 
Delegation. 

10.3 An appropriate time credit will be granted for all authorised paid absences. 

10.4 In the case of unpaid authorised absences the credits will also be given but 
a corresponding deduction from pay will be made. 
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11. ABSENCES FROM THE WORKPLACE ON DUTY 

11.1 Employees will be required to comply with departmental procedures for 
authorising and recording absences on duty away from their normal 
workplace location. 
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12. TIME RECORDING AND RECONCILIATION 

12.1 Employees will be required to comply with automatic time recording 
arrangements operated by the Council or, where determined necessary by a 
Head of Department, a manual recording system. 

12.2 Model documentation for use in a manual recording system and daily/weekly 
adjustment forms for use in an automatic time recording systems is available 
from the Director of Corporate Services. 

12.3 Employees will be required to record the following work attendance 
information each day: 
- the start time of the morning session 
- the end time of the morning session (i.e. start of the meal break period) 



- the end of the meal break period (i.e. the start of the afternoon session) 
- the end of the afternoon session. 

12.4 Employees are expected to remain at work for the duration of each morning/
afternoon work session once that session has commenced.  Consequently, 
employees may not elect to end and restart work during a work session. 

12.5 Attendance during core times is compulsory unless covered by an 
authorised absence.  The time credits to be given and the periods covered 
for authorised paid absences from duty are detailed in Appendix B. 

12.6 Where the authorised absence is of less than one half day’s duration, one of 
the following alternatives will be applied by the Head of Department in 
determining the appropriate time credit: 

(a) where the absence commences after completing a period of work and 
terminates before the end of the half day period, the actual hours of 
absence will be recorded; or 

(b) for a period of absence which is not covered by (a) above, the starting 
and finishing times will be deemed to be those of either the standard 
working day or core time depending on the reason for the absence. 

12.7 With regard to (b) above the meal break period will be deemed to be either 
a) 12.15-13.20 hours in respect of the standard working day and 1200-1400 
hours in respect of core time applications or b) to be determined on a 
departmental basis. 
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13. OVERTIME 

13.1 Where an employee is eligible for overtime payment, such overtime must 
be:- 

(a) pre-authorised by the Head of Department; 
(b) recorded outwith the Scheme of Flexible Working Hours; and 
(c) worked outside the times of the standard working day. 
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14. TRANSFERS AND TERMINATIONS 

14.1 Employees participating in the Scheme of Flexible Working Hours who 
transfer to another department or leave the service of the Council must clear 
any debit hours prior to the transfer or termination of employment otherwise 
a deduction from pay will result.  Any time credits will normally be forfeited in 
these circumstances. 
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15. DISCIPLINE 

15.1 Any misconduct related to the operation of the Scheme of Flexible Working 
Hours shall be dealt with by the Head of Department in accordance with the 
Council’s Disciplinary Procedure.  However, any disciplinary action under the 
Procedure may include the employee’s removal from participation in the 
Scheme for a period determined by the Head of Department.  In such 
circumstances the employee will revert to working the times of the standard 
working day and may be required by the Head of Department to continue 
recording their attendance at work. 
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16. LOCALLY AGREED MODIFICATIONS 

16.1 In exceptional circumstances, where departmental service requirements 
cannot be met by the terms of this Scheme, Heads of Department may seek 
to agree modifications to its operation.  Any such modifications to the 
Scheme must be supported by the Director of Corporate Services and 
agreed with Trade Unions locally prior to implementation. 
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17. LOCAL AGREEMENT 

17.1 This document is a local collective agreement between the Council and the 
recognised Trade Unions.  Every effort will be made by both parties to 
ensure that this document will be maintained as a local collective agreement 
and adjusted by agreement to meet changing future needs.  In the event of 
failure to reach agreement both parties reserve the right to terminate this 
local agreement by giving four months notice in writing.  In such 
circumstances the terms of the local agreement will cease to apply to 
existing and future employees. 
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APPENDIX A 

THE CITY OF EDINBURGH COUNCIL 

SCHEME OF FLEXIBLE WORKING HOURS 
(Covering Local Government Employees only) 

GLOSSARY OF MAIN TERMS 
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Accounting period that period within which recorded hours are 
accounted/reconciled

Bandwidth the period between the earliest permitted start of 
work and the latest permitted finish

Core time the pre-lunch period together with the post lunch 
period during which all employees must be at work

Flexible hours the period at the beginning and end of the working 
day within the bandwidth during which the individual 
is free to choose when he/she arrives or leaves work 
(subject to the exigencies of the service)

Flexible meal break 
period

the time between the earliest permitted meal break 
start and the latest permitted meal break finish

Maximum carry over 
of hours

the maximum hours that an employee can carry over 
in credit or debit from one accounting period to the 
following accounting period

Recorded hours the recorded time during which an employee is at his 
normal workplace or on duty elsewhere

Standard hours the number of recorded hours which would be 
achieved in each accounting period if standard 
working days were worked throughout

Time credit the number of hours worked by an employee over 
and above the standard working day

Time debit the number of hours not worked by an employee 
which falls below the standard working day



APPENDIX B 

THE CITY OF EDINBURGH COUNCIL 

SCHEME OF FLEXIBLE WORKING HOURS 
(Covering Local Government Employees only) 

(a) DAILY HOURS OF WORK 
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(b) TIME CREDITS FOR AUTHORISED ABSENCES - 36 HOURS  WORKING 
WEEK 
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Bandwidth 0700-1900 (Monday to Friday)

Core times 1000-1200 (Monday to Friday) 
1400-1600 (Monday to Thursday) 
1400-1515 (Friday)

Flexible hours 0700-1000 (Monday to Friday) 
1600-1900 (Monday to Thursday) 
1515-1900 (Friday)

Flexible meal break period 1200 to 1400

Minimum meal break 30 minutes

Weekday Full Day Half Day

Monday to Thursday 7 hours and 25 minutes 3 hours and 45 minutes (am) 
3 hours and 40 minutes (pm)

Friday 6 hours and 20 minutes 3 hours and 45 minutes (am) 
2 hours and 35 minutes (pm)

Period Covered Morning Afternoon

Monday to Thursday 0830-1215 1320-1700

Friday 0830-1215 1320-1555


	SCHEME OF FLEXIBLE WORKING HOURS

