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1.
Introduction

1.1
Salford City Council is striving to be an equal opportunities employer and, 
as such, opposes all forms of unlawful or unfair discrimination.  All 
employees will be recruited, trained and developed on the basis of their 
ability and the requirements of the job.

1.2
In order to develop equal opportunities, the City Council is committed to 
ensuring that, where possible, employees have the facility to combine work 
with other commitments.

1.3
By accommodating requests for flexible working wherever possible, existing 
employees may have the opportunity to vary normal contractual hours to 
suit work and domestic circumstances.

2.
Request for working reduced hours

2.1
The request to reduce working hours must be initiated by an employee in 
respect of the post they occupy.

3.
General principles
3.1
General conditions applicable to full time employees shall apply to those 
working reduced hours.  The concept of proportionality shall apply 
according to the number of hours worked, unless otherwise stated.

3.2
In order to grant a request for reduced working time, Managers must be 
satisfied that there will be no detriment to the service and that the work can 
be satisfactorily covered or no longer needs carrying out.

4.
Terms and conditions


The general spirit and intention of the scheme is that all terms and 
conditions of service should be applicable on a pro-rata basis as specified 
below.

4.1
Job Description


The job description issued will be that prepared for the established post with 
addendum to reflect agreements reached in order to accommodate working 
reduced hours.

4.2
Rate of pay

Pro-rata to the salary grade for the number of hours worked.  Commencing salary and increments will be determined in accordance with appropriate National and Local conditions of service and normal incremental progression shall apply.  An estimate of how pay may be affected can be obtained from the Directorate Personnel Officer.

4.3
Annual leave


Standard leave entitlement shall apply under appropriate National and Local conditions of service pro-rata to the number of hours worked.  Annual leave should be calculated and taken in hours.

4.4
Public and extra statutory holidays

To be allocated pro-rata to the number of hours worked, and calculated/taken in hours.

4.5
Sick pay

Employees working reduced hours shall have applied to them the provisions of the Council’s Attendance Management Policy sickness payments scheme pro-rata to the number of hours work.
4.6
Maternity leave
There shall be an entitlement to the appropriate National and Local conditions of service maternity leave, payment to be applied on a pro-rata basis.  Women approaching maternity leave should be reminded that a voluntary reduced working hours scheme is in existence.

4.7
Car allowances

Entitlement to essential or casual user allowance will be determined according to the nature of the post.  A full lump sum will be payable to essential users.

4.8
Car loans

Employees working reduced hours who are designated car users will be eligible for a car loan with the City Council.

4.9
Superannuation

All employees who are eligible are encouraged to join the Local Government Superannuation Scheme.

The effect of working reduced hours on pension benefits will depend on a number of factors, e.g. the extent of the reduction, whether an employee is nearing retirement etc.

Therefore, any employee considering a reduction in hours should contact the Superannuation Section of the Corporate Services Directorate in order to discuss their individual circumstances.

4.10
Overtime

Overtime may be payable if an individual works more than the standard full time hours per week (following management approval).  Hours worked above the agreed V Time arrangement and up to the standard full time hours per week will be paid at plain time rate.

4.11
Hours

Employees are advised to discuss the proposed reduction in working hours with their Personnel Officer in order to ascertain any possible impact on statutory and contractual rights.  The arrangements for reduced hours and the timing of such hours to be agreed by both the individual and the line manager.

4.12
Training

Employees working reduced hours shall have access to training opportunities on the same basis as full-time employees with respect to day release qualification courses on a pro-rata basis.  In respect of work related training courses, employees will be paid only where attendance coincides with their normal working hours.  However, where training takes place on what would be a normal day off, arrangements should be made to alter the working pattern for that week.

4.13
Notice periods

Normal notice periods will apply.

5.
Review and termination
5.1
The request to work reduced hours can be for a fixed time at the end of 
which the employee will revert to full-time working or for an indefinite period 
subject to the satisfactory working of the arrangement. It is the 
responsibility of each Director to specify any review period.

6.
Working arrangements
6.1
There are many ways in which working time can be reduced and Directors may 
agree to any request which is considered reasonable.

Possible options are as follows:

· 
Reduce to a four day week

· 
Reduce daily hours

· 
Reduce hours for specific parts of the year

· 
Work in term-time only


These options can be for a specified period only or a long term arrangement 
subject to satisfactory reviews.

6.2
The agreed work pattern will normally be maintained consistently and will only be 
varied in exceptional circumstances following full consultation.

7.
Monitoring, review and evaluation
7.1
This policy will be monitored, reviewed and evaluated bi-annually by the Head of 
Human Resorces taking into consideration legislative changes and 
developments in good practice to ensure it meets the needs of all employees.  
Any changes to the policy will be in consultation with the appropriate negotiating 
bodies.

7.2
Any employee who wishes to make comment or suggestions about the 
development of this policy can do so by contacting the Director of Personnel 
Services.

8.
Further information

City of Salford



Telephone:
0161 793 3532/36


Human Resources



Fax:
        
0161 794 2027 


Organisational Development 



& Equality Group



E-Mail:
jean.carter@salford.gov.uk


Civic Centre


Chorley Road


Swinton


M27 5BN


This policy is also available in alternative formats such Braille, large print, on 


audio tape or community languages if requested.
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