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Flexi-time Policy 

  
 

1. Policy Statement 

1.1. Cyngor ar Bopeth Gwynedd Citizens Advice (CAB Gwynedd) is committed to the promotion of 

a healthy work-life balance for all staff and welcomes the contribution that a degree of 

flexibility in working arrangements can make.  The introduction of a flexi time scheme can also 

enable employees to work in a more effective way and assist in more efficiently meeting the 

needs of the service, which can be significantly beneficial to their service area and to the 

organisation as a whole. 

1.2. The aim of this policy is to ensure a fair and consistent application of the scheme across the 

organisation subject to service requirements and that the flexibilities allowed by the Scheme 

will be of mutual benefit to both CAB Gwynedd and its employees. 

2. Responsibilities 

2.1. Employees:  It is the responsibility of Employees to manage their flexi time credits and debits 

within the prescribed limits and also manage their time effectively so that they only accrue flexi 

time in consideration of the needs of the service. 

2.2. Employees are expected to co-operate with their service area and to be flexible in ensuring 

that any minimum staffing levels required are maintained during the normal working day, 

including lunch times and other breaks. 

2.3. Managers:  It is the responsibility of Managers to ensure that flexi time is only being accrued 

in order to meet the needs of the service. 

2.4. Managers are responsible for ensuring the correct operation of the flexi time scheme using the 

Breathe HR system and for resolving any related issues in their team as detailed in the policy. 

3. Scope 

3.1. The scheme applies to all members of staff within CAB Gwynedd who are eligible and have 

opted to be part of a flexi time scheme. The scheme is offered as a non-contractual benefit 

and is not part of the terms and conditions of service.  

4. Eligibility 

4.1. Subject to the operational needs of the organisation to deliver specific projects and services 

effectively to introduce the scheme, flexi-time is available to all staff. However for some staff 

required to work specific fixed hours (e.g. staff working within national projects with set hours 

of operation) it will be necessary to agree with the line manager the specific hours to be 

worked on any given day. 
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5. Hours of work 

5.1. Under the CAB Gwynedd standard contract of employment, normal working hours are from 

9am to 5pm, based on a 37-hour working week. Part-time hours are agreed between 

individuals and the line manager. 

5.2. However, the flexi-time scheme rules allow employees to vary their start and finish times (as 

stated above), as long as they fulfil their overall commitment to work an average of 37 hours 

(FTE) per week over a 4-week accounting period. 

6. Core hours 

6.1. All full-time employees must be present during core hours each day, which are 10.00 a.m. to 

12.00 noon and 2.00 p.m. to 4.00 p.m. Core hours for part time staff will be agreed on an 

individual basis with a member of the Management Team. 

7. Lunch break 

7.1. All full-time employees must record at least 30 minutes break (unpaid) at lunchtime.  Part time 

employees must also record at least 30 minutes break (unpaid) where they work in excess of 6 

hours in any given day. 

8. Flexi bandwidth 

8.1. Subject to any project specific or service requirements, employees may start work between 

8.00 a.m. and 10.00 a.m. and finish between 4.00 p.m. and 6.00 p.m.  Hours worked outside 

these times cannot be counted towards flexi-time hours and should not be recorded on the 

flexi time form unless explicitly agreed with a member of the Management Team on the basis 

that they meet the needs of the service.    

8.2. Attendance patterns on a day-to-day basis can and will fluctuate to suit personal 

circumstances however they also need to meet service provision and operational requirements. 

In particular we may need to ensure that minimum levels of staffing are maintained 

throughout the period defined as normal office hours. There may be occasions where staff are 

asked to cover for a colleague or service which may override the flexi time non-contractual 

benefit. Operational requirements will always be prioritised and flexi time cannot be agreed 

where staffing levels fall short of those required. Minimum staffing levels will be agreed at 

team or project level. 

9. Carry Over 

9.1. A maximum of 1 working day (7.4 hours for a full-time employee/pro rata for part time) may 

be carried over from one 4-week period to the next. Any surplus in excess of 7.4 hours will be 

lost. Where the surplus hours to be lost exceed a full working day, you will be invited to a 

meeting with your line manager to discuss how these hours can be minimised in future 

reporting periods. 

9.2. Surplus hours do not count as paid overtime, which, if available, must be agreed in advance 

and should not be recorded on flexi-time records. 

9.3. A maximum of 2 hours deficit can be carried over to the next accounting period. Where your 

hours of work are more than 2 hours in deficit, you will be invited to a meeting with your line 

manager to discuss the reasons for this. 

10. Accounting Period 

10.1. The accounting period is a 4-week cycle. 



Tudalen / Page 3 

11. Flexi leave 

11.1. Those employees who have built up a surplus of hours may use these to take additional leave 

(flexi-leave) which does not count against their contractual annual leave entitlement. A 

maximum of one day, or two half days’ leave may be taken during each 4-week period, pro 

rata for part-time staff. 

11.2. All flexi-leave will be at the discretion of the line manager and where necessary, will be 

arranged based on existing leave commitments of other colleagues within the project and/or 

team. 

12. Sickness/Absence/Christmas/New Year Closure Days/Public Holidays 

12.1. Time recorded for these days will be at the normal contracted hours that an employee would 

have usually worked that day e.g. 7.4 hours for full-time staff. 

13. Recording of Hours  

13.1. Employee start and finish times, annual leave, etc. must be logged on the Breathe HR platform. 

Please note, an employee cannot record any hours worked prior to 8.00 am or post 6.00 pm 

(i.e. outside the bandwidth).   All requests for flexi leave will be recorded via Breathe HR for 

approval.  

13.2. All staff will be expected to use the Breathe HR clocking system for time recording and fire/roll 

call purposes (when working from an office) although not all employees will not be on flexi 

time and may work fixed hours instead. 

14. Recording flexi time in Special Circumstances  

14.1. Where an employee starts or finishes their working day at a location which is not their usual 

base of work, they should ensure that their actual start/finish times are added to the Breathe 

HR system at the first available opportunity excluding the time it normally takes to travel home 

to office or office to home. 

14.2. Adjustments for attending agreed meetings, conferences and externally organised training 

events should be dealt with in the same way. 

15. Auditing/Supervision  

15.1. The line manager should check that the attendance required is, to the best of their knowledge, 

accurate, that closure/bank holidays and annual leave have been entered correctly and that no 

time outside the bandwidth has been recorded. The latter is particularly important to ensure 

the final analysis of working time is correct.  The line manager can reconcile the timesheet with 

a report generated from Breathe HR or from the Business Manager or HR Administrator.  

15.2. The completed timesheet will be saved automatically by the Breathe HR/line manager for audit 

purposes. 

15.3. In the event that a manager becomes concerned about any aspect of an employee’s work 

performance or health, they may require that the employee works to a standard work pattern 

or standard contractual hours rather than participating in the flexi time scheme. 

15.4. Abuse of the scheme may result in disciplinary action being taken against the individual 

concerned.  
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16. New employees 

16.1. The line manager should ensure that details of the scheme are communicated to new 

employees, that they are given access to the appropriate documentation and retain records as 

required. 

17. Policy Review 

17.1. The Business Manager will coordinate a review of the Flexi Time Policy annually or as required 

to maintain compliance with legislation and good practice. 

17.2. The review will be undertaken in liaison with the recognised trade union and the Trustee Board 

Executive Committee.  

 

This version approved by the Trustee Board 10th May 2022 

 


