
Time Off In Lieu and Flexi-time Policy

General
· Time off must be booked with 5 working days notice and with the agreement of the Town Clerk.
· Time off may only be granted if the absence of that member of staff does not interfere with the proper running of the Council (eg no other staff are off that day)
· Additional time off will be available for staff at a maximum of 7.4 hours per month (I day.)

Time Off In Lieu (Toil)
· TOIL may be claimed for evening or weekend meetings or activities. The Member of staff must be attending in an official capacity.

Flexi-time
· The flexi time system allows YTC employees to work more flexible
hours by coming into work later, going home earlier or having a longer
lunch break.
· This arrangement gives people the potential to strike a better work-life
balance, increase personal choice and convenience and, by doing so,
improve service delivery.
· There is, however, a guiding and over-riding principle that this flexibility
should be achieved without adverse effect on the overall efficiency of
the office as a whole.
· The offices must be fully available during our opening hours (8.30am – 4.30pm) and so there are some limitations on the degree of flexibility that can be expected. 
· The success of the flexi time scheme requires close cooperation
between staff to ensure that arrangements are in place to make sure that the activity of the office is adequately covered between 8.30am and 4.30pm each weekday.
· Working additional hours or additional days in this way may be used to bank flexi time.
· The core hours will be 10am – 4pm weekdays.
· [bookmark: _GoBack]The working hours will be 8.00am – 6.00pm weekdays.

