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FLEXIBLE WORKING BENEFIT – TERMS (NC) 

Policy statement

This policy is not to be confused with the non-
contractual Requests to Work Flexibly policy, which 
forms part of an employee’s statutory rights. 
 
All employees whether full-time or part-time, and 
whether the contract status is permanent or fixed-
term, have a contractual benefit of flexible working.  
This policy details the non-contractual terms of this 
contractual benefit. 
 
UCEM reserves the right to change or amend 
these non-contractual terms at any time; they are 
subject to change at the discretion of UCEM.  It 
does not intend to withdraw the contractual benefit 
of flexible working, yet it can change or alter the 
terms. 

Non-contractual terms 

• All full-time patterns of work must include the 
core hours of 10:00 to 16:00, Monday to Friday. 

 

• Start times cannot be after 10:00 and finish 
times no earlier than 16:00, for full-time 
employees. 

 

• Customer service hours across UCEM are 
09:00 to 17:00 Monday to Friday and must be 
covered by each team.  Everyone in a team is 
responsible for making sure we all play our part 
in delivering customer service – for both internal 
and external customers. 

 

• Line managers must be committed to delivering 
a service 09:00 to 17:00 Monday to Friday, and 
must ensure these hours are manned within 
their teams. 

 

• For the purposes of the contract of 
employment, all full-time employees will have 
09:00 to 17:00 showing as their hours of work.  

This is regardless of whether the actual start 
and finish times differ as part of flexible 
working. 

 

• Should employees wish to take up the 
contractual benefit of flexible working, they 
must commit to a fixed start and end time each 
day e.g. 08:00 to 16:00, 08:30 to 16:30 and so 
on.  This cannot be varied from day-to-day, 
week-to-week etc.  Line managers must strictly 
enforce this rule. 

 

• Line managers do, however, have the 
discretion to make minor amendments to the 
above from week to week: 

- 15-minute amendments (e.g. start time 08:15 and end 
time 16:15) whilst ensuring that customer hours are 
met; 

- Adjustments for ad-hoc medical appointments, where 
it has not been possible for an employee to get 
appointments before/after work, which is the 
expectation in all cases; 

- Two-hour lunch breaks;  
- Working a few additional hours in a week to take 

some time off in that same week e.g. appliance repair 
at home, child’s parent evening at school, etc. 

- These minor amendments can only be made on 
occasions and must not become ‘habit’ in terms of 
team culture, or for particular team members. 

 

• It is not permitted to count working hours from 
the time you enter the building or arrive at your 
desk, if this is earlier than your agreed start 
time.  For example, if your agreed start time is 
08:30 and your finish time 16:30, and you arrive 
at 08:15, you cannot leave work at 16:15 that 
day.  You must work until 16:30 and for the 
avoidance of doubt, ‘banking’ or ‘clocking-up’ 
the extra time worked is not permitted. 

 

• Requests for later than 10:00 start-times or pre-
16:00 finish times, can only be made via a 
formal flexible working request, under the 
existing Requests to Work Flexibly policy. 
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Final note 

UCEM and all employees must be always be 
mindful of the need to meet customer and 
stakeholder demands, and therefore all flexible 
working arrangements, must take this into 
consideration.  We must ensure continuity of 
service to our customers and stakeholders, during 
normal business hours. 
 
 
This policy is non-contractual. 


