Flexible Working —
Implementation issues
for the HE Sector

DEVELOPING GOOD
MANAGEMENT PRACTICE

A HEFCE Initiative



This report forms part of the work of the
Flexible Employment Options (FEO) Project,
funded by the HEFCE under the
Leadership, Governance and Management (LGM) programme.
The project was funded between
July 2007 and September 2008
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1. Introduction
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2. Objectives of the Project
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3. Scope of the Project
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4. Background
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5. Sector Wide Survey
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Formal Policies and Staff Groups

B

25

20

15

10

All staff HESAL HESA 2 HESA 3

HESA 4

Ml Ih

HESA S

HESA G

HESA 7

HESA B

HESA S

Ha)
mh
mg
md)
me
uf
g
mh)
wi)
mj)

L]

Flexitime
Compressed Heurs
Annualised Hours
Seasenal Hours
Shift Working
Self-rostering
Part-time Warking
Job Share/Splitting
Term-time Only
Fixed Term Contracts

Temperary/Valuntary

Reduced Haurs

mi

Flexikle warking pre-

retirement
¥ m] Flexikle warking after

retirement

W nj
- |
|

||

ZerafHil Haurs
Remote/Hame Warking
Career Hreaks

Study Leave/Sabbaticals

© Flexible Employment Options (FEO) Project, September 2008

15



6% $ # # 8 # # 22 #

#9$ # $ 2 2

) " # % 2 #2# )
# 5 # 2 ) $3 2
% #$ 3 ) $ 2 P F %

2 ## " F # " 2

# § 2 2 # % "

$ 2 2 $# % O #5 %

2 #§ # # % $$

2 M2 )

§ 2 2 # # 8 #

© Flexible Employment Options (FEO) Project, September 2008

6%
o 2 %2
# 8
-
# N
BU# #
# #
% # S
4 o#

16



$ 9

%

z : N

( € ¢
4 L -

4 29 «

# 0z 9 ¢ ¢

22 9 ¢ -

i % | ©
(+ ¢ ¢

#% ot

( +s% ¢|*

4 L # A

L # A

L # 20 ¢

2 e |

a8

++

1 @ m.\

() z9o ¢
—

# -4 0

w 20 ¢

#

4 ¢S
#( ) 0o ¢ -
¢ + h

2.4 2- ¢
# L g4 N ¢
N S

$ ( YA
=4
=

17

© Flexible Employment Options (FEQO) Project, September 2008



2 $5 "5 # # % I1CC,# ™ "
# Y% # # % # # % $ 3
) S 4% % w 2 2
H #
- # #$ 3 + )
6% # " $ # # Y% # # $ 3
2 0§ # %ooo# # 2 0 #$ 83 )
2 $ % # # # 2 Y% ## Y% $ $ # %
2 % # 6% #t # % 2 2#§% 5
? 2 ):§
1?7 2 " 2
"7 2 Y% # # $ 5 # H
H#t #
2 # # 3 % 2 2 # $$# #
2 " # " " " # ##$ # % :
$ 3 ) 4
6 2 )8 g% % # #
% $ % : 2 # # % $ 3 # % %
# % @ " # % " <
2 o H#E S %) % 2 2
$ 3 ) # $ % @ " # #H# " H4
16 % % @ " # # 2#
% # 2 5
# # <
B #% $ # 38 #9 % 2 %# #H# #
"4
; % 3 : # $ 2 2 # #R
$ % # <
# $ " $ # # ## # %
# $ #HO## ) "oy
; # 4 # . )
2 B % # 2 2 ¢ #
f 2 k<

© Flexible Employment Options (FEO) Project, September 2008

18



% $ % % % 2 2 §3

U VI oo 5 ) # 6%
§ 2 # I1CCI 42
# $$ 2 #s$ 2 #9
$ # ) % 2 #
§ 9% 0% 5 #§$ 3 ) #o# "

$ 6% " # % % 2 %
# $$ %# § 3 ) 2 # "
% " ## % # % $2 §
# 22 2 # 22 + # # % %
$#S % @ " # # W #2 " 2
# 2 " # #

# # 4 § 22 2 % #24 2 %
) "4 B # # 2 g 22
) 24 # #o# # 8% #ooo$ 2 § #
# ,CE § # Bo# # % 2
# ot # 2 % § 3 ) 2
% " # % # # S H# # # § 2
2 # 0% #

% #  #H# # # &% " 2 ## ## %
# # # # 7- # % #2
22 $2 % # $ ¢ 22 2 % #

4 % 3 %o o% % 2% 4 # 2
$ 3 ) “CE § # # % 9
2 % #& E

$ % # % % " LIE % % 5 FA"™ # $

0 22 "% 7 " %# $ # # %
5 >IE? § % # #

© Flexible Employment Options (FEO) Project, September 2008

$
# 2 " 2 # # $ 3#

19



% 7 % 2 $ # # % %#
$§ 2 % % # % #
% # % % 2 % 5 %
$ % # " " $ # #
% %# # 2 2 # % #
$ # H## F# " " # # #
% # $ % 2 %
# ##
# 9
- 32 # # # - $# %%
§ 2 $§ 22 " #$ 5 2
#% % ) : 2 2: 2 )
$ 32 " # # # 8§ 32 # 9 #)
3 # % % % # %" $ % #% # $ 3
) $ § # 8 $ 2 T2# ) # 6%
$ % # ## # # % %
# $ 3 ) 2 2 % # % #
#0%
% # #4# 8 % # § " $ % #4
6 2 2 ) # 0% $ $ % % " %
# # O# # # 2 <
JASS # $ #% 2#% $3 2 # 2 )
" 3 " 2 # 2 %2
22 2 # $ 3: 2 #%
2 5 # § 3 <
6 2 2 ) h# § 2 # #
#$ 2 # 0 %# % % 2
) $ 2 # % #
) 2 5 § - 2 #
2 #% 2 $ % % ) %
# $ #<
7 2 A #o9 " 2# 8% % %
3 2 # #F 2 % 2
# % #2 ## $ )2 % # % #
# "2 ##S % @ " # "
% #% " 3 # 2 #<
;o H#H% % 2 F ) <

© Flexible Employment Options (FEO) Project, September 2008

#



% # % $#8 % # § % # 4

;- #o% 2 S# <
4+ % 2 % # # % %" 2
2 "y ) # ) # 22
$ " " % # " 2 #
7 OHE S % % "E ) %
# # . S % # #
# o $# %<
( #
+% #) # ¢ # . ## S #t #
# # % $ #> % % # %
# 2 2 g " Foo# #
#2 2 4 # #
6% # O ## 4
. . # % ) . #0812 #
# 2 2 - gt g
2 24 o "y -2 2 # #
#s 2
- ( 3 #F #$2 o # $$ 3 )
"k B #E % o4 2 5 2
2 % # #% 5 # #05 s#
5 3 )
g2 # B wo) $2 2 $ %
#
.« 3 $ # 2 2 % §3 )
2 $ " ) § # $ 3
) 2 4> % # 2: 2 %
§$3 2 % # $ 0§ 288 " R®% %
# o % " $ # o % %
Hheg 2" 5 # o
6% #2 2 #5 # # #)
. 0% 4y 2 # $ % | 2 44 1/
222 ) $% ) f: 2 % # "oy
o) %

© Flexible Employment Options (FEO) Project, September 2008



. # 2 # 2 # 3
# 84 " #35% #$ 3
% # % %
$$ M # # 2 %
6
# # 2# 5 "
1E E % % #
3 + ) -5 #¢#
6% 2 $ # # %
$ # % %
% # %
#8
- # # #>/*E? %
$ H# # % # "
# % # #%
$ 3 ) 5 ##

##

$

%

%

%

$ 3

" $
#

%
# %

22

© Flexible Employment Options (FEO) Project, September 2008

%
% # §

$ 3
#S #

% §

) 6%# #
0%
) 5 ##
# %
% § 5 ##
0%
2 #
#

22



6. Institutional Research
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Institution A (a university in the North West of England
employing 1,500 staff)

Research Findings
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Institution B (a University in the Home Counties, employing
2.700 staff)

Research Findings
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University C was a small institution in the South East of England
employing 400 staff)

Research Findings
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University D was a university in the Midlands employing 1400
staff

Research Findings
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7. Conclusions
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8. Recommendations

Provision should be made for all employees to access flexible working
options % # # " #
# ##

Flexible working should be linked to the institution’s strategic

objectives and business planning. 6% # # #
$$ $ v # 2 % % #
# # # : # "OH
#t # " 2322 $ #

Institutions should recognise the role of flexible working in assisting

with meeting diversity objectives - " ## #
F # " " 2 #3 # #: 2
# 2 % # 2 % # # 2 %
"o#

Training and information should be provided for line managers 8 %#

$ %$ 3 ) B # )
$ 2 2 y 2 # B8 #
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% % 2 $ B # 6 Bo# O#S S
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The changing nature of HE means that staff are being expected to
deliver services for longer hours, more weeks of the year and to an

increasingly diverse range of students and other customers. # #
# % % $ 3 ) % % $ %
#% 2 2 8¢ 3 # # 2 $ # # # #$
2 #

Resourcing issues are having a significant impact on workloads
# 9 # # #2 # # # # # $
# ##" 8 $ " $3 ) #
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Appendix 1 — Copy of sector wide audit
survey guestionnaire

Questionnaire - Flexible Employment Options

Please complete all sections, answering the questions as
accurately and fully as you can

Section One - Personal Details

1. Mame and Job TiHle e et e et e e e e e nene e
b I =T T = 0 = OSSOSO OR RS
3. E-mall 8daress e .
A, Postal address o e

Section Two - Details of your establishment as at 31.7.06:

5. What were the total staff numbers in your institution as at 31.7.06 divided into
the following categories? Please give both numbers and full-time equivalents
{using your HESA statistics).

Category Mumbers FTE
a Managers (HESA Code 1)

b | Academic and Non Academic Professionals
(HESA Code 2)

c | Technical, People-centred (inc. HR &
Welfare), Creative, Communications, and
Sports Occupations (HESA Code 3)

d [ Library, Administrative, and Secretaral
Occupations (HESA Code 4)

e | Chefs, Gardeners, Fitters and Printers (HESA
Code 5)

f Caretakers, Wardens, Sports Attendants, and
Caring Occupations (HESA Code 6)

g | Retail and Customer Service Occupations
(HESA Code 7)

k| Drivers, Maintenance Supervisors and Plant
Operatives (HESA Code 8)

i Cleaners, Catering Assistants, Security
Officers, Porters and Maintenance Workers
(HESA Code 9)
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Section Three - Flexible Employment Options within your institution:

6. Do you go beyond the minimum statutory requirements in respect of any of the

following options?

Yes No Please Specify

a Maternity Leave

b Paternity Leave
C Adoption Leave
d Parental Leave

e Carers’/Dependants’ Leave

f Has the Right to Request
Flexible Working been
extended to all staff

7. Please indicate the current situation at your institution by ticking one or more
columns where the appropriate option exists.

: Pali Palicy - Int . | Rei A

inPlace Informal Formal Formal
in Pl . : - .
in a0

a) Flexitime

b) Compressed Hours

c) Annualised Hours

d) Seasonal Hours

e) Shift Working

fl Self-rostering

g) Part-time Working

h) Job Share/Splitting

i} Term-time Only

11 Fixed Term Contracts

k) Temporary/Voluntary
Reduced Hours

I} Flexible working pre-
retirement

m) Flexible working after
retirement
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a) Zero/Nil Hours

b) Remote/Home Working

c) Career Breaks

d) Study Leave/
Sabbaticals

e) Compassionate Leave

f1l Cultural/Religious Leave

g) Temp Bank*

R} Unpaid Leave

w) Other (please specify)

* Temp bank is used here to mean an internal temporary staff agency organised and
run by the institution itself.

7. Where you have a formal written policy in place, please indicate which
group(s) of staff are covered by the policy by ticking in the appropriate place. If
you do not have any arrangements in place for any of these options, please go

straight on to question 10.

All | HESA | HESA | HESA | HESA | HESA | HESA | HESA | HESA | HESA
Staff 1 2 3 4 ] [ 7 a 5

a) Flexitime

b) Compressed Hours

c) Annualised Hours

d) Seasonal Hours

e) Shift Working

f) Self-rostering

g) Part-time Working

h)Job Share/Splitting

i} Term-time Only

1) Fixed Term
Contracts

k) Temporary/Voluntary
Reduced Hours

I} Flexible working pre-
retirement

m) Flexible working
after retirement

n) Zero/Nil Hours

o) Remote/Home
Waorking

p) Career Breaks
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a) Study Leave/
Sabbaticals

b) Compassionate
Leave

c) Cultural/Religious
Leave

d) Temp Bank*

e) Unpaid Leave

v) Other (please specify

9. Where you do not have any formal written policies, but you do have local
informal arrangements in place, please indicate which group(s) of staff are
involved in these informal arrangements by ticking in the appropriate place. If
you do not have any arrangements in place for any of these options, please go
straight on to question 10.

All | HESA | HESA | HESA | HESA | HESA | HESA | HESA | HESA | HESA
Staff 1 2 3 4 3 [ 7 B 9

a) Flexitime

b) Compressed Hours

c) Annualised Hours

d) Seasonal Hours

e) Shift Working

f] Self-rostering

g) Part-time Working

h) Job Share/Splitting

i} Term-time Only

1) Fixed Term Contracts

k) Temporary/vVoluntary
Reduced Hours

I} Flexible working pre-
retirement

m ) Flexible working after
retirement

n) Zero/Nil Hours

o) Remote/Home
Working

p) Career Breaks

q) Study Leave/
Sabbaticals

r) Compassionate Leave

5] Cultural/Religious
Leave

t) Temp Bank*

u) Unpaid Leave

v) Other (please specify)
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10. What were the major reasons why your institution decided to introduce flexible
working?

11. How is the availability of flexible working communicated to staff and potential
applicants?

12. Do you monitor/collect data on requests for flexible working at your
institution?
YES/NCO (Please delete as appropriate)

13. If so, is this data received by the Equality/Diversity Officer and/or Committes?
YES/NCO (Please delete as appropriate)

14. Can you identify any examples of how flexible working has been
particularly effective for your institution?

YES/MO (Please delete as appropriate)

14a. If yes, please give details

16. Do you offer any training for managers in implementing flexible working?
YES/MO (please delete as appropriate)

17. What proportion of flexible working requests are not agreed? . .

18. What are the usual reasons why requests are turned down?

11. Are you willing to participate in follow up work in connection with this project?
YES/MNO (please delete as appropriate)

Thank you for completing this guestionnaire. Please submit your return by Friday
23" November.
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Appendix 2

Focus Group Questions
The objective of this survey is to identify staff views of flexible working, what

they feel is working well and what they consider to be the barriers to introducing
more flexible employment options within each institution.

Questions

Do you think flexible working is an appropriate form of working for staff within
higher education? If so, why? If not, why not?

How much formal flexible working is there within your institution/department?
How much informal flexible working is there within your institution/department?

Which do you believe are more effective and useful to employees - formal or
informal flexible working arrangements, and why?

Do you personally currently use any form(s) of flexible working? If so, what?
Do your flexible arrangements work well for you?

If so, what are the main reasons why they work? If not, what are the main
reasons why they work less well?

Are there any types of flexible working that are currently not offered by your
institution/department that you feel would be of benefit to you personally?

What do you believe are the main barriers to more flexible working at your
institution or within your own department?

Are there any other comments you would like to make in relation to the
implementation of flexible working within your institution/department?
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