
 

Biology Flexitime guidance for all staff 
 

1. Managers and staff are jointly responsible for ensuring flexi is kept within reasonable limits and taken in 
a timely manner.  
 
2. Your flexi sheet should be accurately completed each time you start or finish work. The number of hours 
worked each day and cumulative totals are calculated automatically.  
 
3. Anyone working alone must comply with the departmental safety rules. Your working hours, although 
flexible, must be through prior agreement with the person responsible for planning your work (i.e. your 
manager) based on the service/area demands. A limit of 8.5 hours on any one day should not be regularly 
exceeded.  
 
4. A minimum 30 minute break must be taken within a 6 hour working period, usually in non-core hours 
(see below).  
 
5. In any calendar month, staff can carry forward a credit or deficit of equivalent to one of their working 
days, pro rata depending on whether they are full or part time. A maximum of 12 working days can be 
taken in any given year (one per month).  

  
6. Staff should arrange personal appointments outside core hours i.e. doctor, dentist, bank, optician 
wherever possible. In the event the appointment will be in core hours, please make your manager aware in 
advance.  
 
7. Travel time for any appointments should be taken out of flexi time allowance as flexitime accounts for 
time you start and end work. Where time counted as work time is not spent at the University, the nature 
of the absence must be written in; e.g. fieldwork, time off in lieu, hospital visit. Staff who may need 
adjustments to their work pattern must discuss such requests with their line manager.  
 
8. Full conference days and training sessions will count as a maximum of 7 hours and 24 minutes, 
regardless of whether you are a full-time or part-time member of staff.  
 
9. For all staff public holidays and customary days are calculated as a fifth of the working week. For full-
time members of staff, a standard half-day is calculated as being 3 hours 42 minutes. Staff should fill in 
bank holidays at the start of each leave year and only add leave in full once approved by the line 
manager/supervisor.  
 
10. Any outstanding flexi time at the date of a contract ending/a person leaving will be lost.  
 
11. Non-compliance with the flexitime system will result in an individual being removed from the flexitime 
system - this is subject to management discretion.  Flexi can be accrued between 8.00am and 8.00pm, 
although normal business hours of 9.00am to 5.00pm are recognised. 
 

Core 10.00am 12noon 

Non-core 12noon 2.00pm 

Core 2.00pm 4.00pm 

 

Please contact the DMT Hub if you require this guidance in a different format  

biol-dmthub@york.ac.uk  
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