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1. Introduction
The Division’s flexible working hours policy has been developed in conjunction with the University’s Guidelines on CSU’s Flexible Working Hours Scheme and the Enterprise Agreement (2010–2012). Where any inconsistency arises between the provisions set out in the applicable industrial instrument and Guidelines, the industrial instrument will prevail.
2. Division Hours
For the purpose of this flexible working hours scheme, the standard hours of the Division will be 8am to 6pm Monday to Friday.  During these hours the Division must ensure that appropriate staff are available to meet the requirements of the individual services within the Service Catalogue and associated OLA’s and SLA’s.

3. Ordinary Hours
3.1
Staff are required to work an average of 7 hours per day (excluding       lunch breaks), Monday to Friday.
3.2
Staff will commence work between 8am and 10.00am and finish   between 4pm and 6pm, unless prior approval has been given.  Managers may designate a specified range of start and finish times and days of work, to provide a specific level of service.

3.3
Each employee and their manager will agree to a normal start and finish time and the conditions under which this can be varied. It will be assumed that non rostered staff will normally commence work within 15 minutes of the agreed time, except in circumstances where supervisors have agreed to vary it 

3.4
It is assumed that whenever an employee will not commence duties at the time expected, they will notify their supervisor with as much notice as possible.

3.5
A minimum of 30 minutes and a maximum of 1 hour, must be taken, as a meal break, by employees, as per the EA. The maximum may be exceeded on occasion, with the prior agreement of your supervisor.
4. Accruing Hours
Staff are able to accrue flex time to 16 hours in accordance with the Enterprise Agreement and to 56 hours with written supervisor permission.  Refer to 25.3 in the Enterprise Agreement.
5. Taking Hours
Accumulated hours shall be taken at a time convenient to both the employee and their supervisor, as per the university policy. Where possible a minimum of 24 hours notice is required, so the division is able to plan adequate support for services.
6. Timesheets
6.1
The flexible working hour’s timesheet will be taken as the official record of attendance for staff of the Division 

6.2
The division uses the online timesheet system, and all staff participating in the scheme MUST keep up to date records of their attendance in this system.

6.3
Senior staff of the division, internal and external auditors, may conduct or authorise random audits to ensure that staff are completing their time sheets as required by this policy.

7. Exclusion from Scheme
Refer to 25.2 of the Enterprise Agreement
8. Additional Information

Refer to Section 25 – in the CSU Enterprise Agreement (2010–2012) for full details of the University’s Flexible Working Hours Scheme. Enterprise Agreement 2010-2012
9. Frequently Asked Questions

9.1  What is the difference between overtime and flexi time?

Overtime is defined in the EA. Basically, staff are required to work for 10 hours in any given day before qualifying for overtime. Any work between 7 hours and 10 hours is defined as flexi time.
9.2  What is time-in-lieu?

For HEW Level 8 and below, time in lieu is time that may be taken in lieu of paid overtime.  Staff who wish to transfer their potential overtime payment to time in lieu need the agreement of their supervisor, preferably prior to the performance of the overtime. Overtime performed as part of a formal project would not normally be considered as transferable to time in lieu due to the cost of transfer to the division. For HEW Level 9 and above upon agreement of special circumstances by the Executive Director or nominee.
9.3  Why can’t I accrue more than 16 hours in an accounting period?
The Division is bound by the EA, which states that 16 hours is the maximum that can be accrued in an accounting period, without formal approval of your  supervisor.  In exceptional circumstances prior approval may be sought from your supervisor , to accrue or carry forward, up to a maximum of 56 hours.
9.4  What if I am so busy that I can’t take my accrued time?
If this situation arises you must discuss it with your supervisor.
9.5  Do I need to fill out timesheets?
The completion and submission of (online) timesheets is mandatory.  

9.6  Why do I need to agree a normal start time with my Manager?

To enable the Division to provide the required level of service and to maintain flexibility for all staff, it is important that a start time is agreed.  It also allows other staff members of the Division to schedule meetings and communications with you.

9.7  Can I use my flexi time to take one day off a month, for example     the last Friday of each month?

This may be possible with approval from your supervisor.  It will only be granted where it does not unduly influence flexibility for other staff, or the provision of service.

9.8  Am I able to take a full day off as flexi time?

The timing of leave is at the discretion of your supervisor who must ensure that leave is planned and will not jeopardise the ability of the Division to provide the required services.



  9.9  Is travelling time recorded as flexi time?

Any period of travelling time during an employee's ordinary hours of duty shall be treated as part of their ordinary hours of work.  Any authorised period of travelling undertaken outside of their ordinary hours of duty shall be treated as ordinary hours and attract hours to credit but shall not attract hours towards the payment of overtime or penalty rates. Refer to Guidelines on CSU’s Flexible Working Hours Scheme, Section 9 and  EA  Section 25.4 and 25.5 for credit of hours on the weekend.
9.9 Can I skip my lunch break?


Refer to 24.16 of the EA
9.10  When do I fill in my flexi time sheet?

As the flexible working hours time sheet is the official record of attendance you must complete the form as soon as practicable at the start and end of each work day.
Questions?
If you have a question or comment regarding the Division’s flexible working hours arrangements please discuss them with your Supervisor or the Executive Assistant to the Executive Director.
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