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Long Term Changes to Working Arrangements








1.	Introduction





	It is recognised that a number of employees will, from time to time during their career, have to take on domestic commitments that will be difficult to balance with a full-time work commitment.





1.2	The provisions in this section are intended to assist the LAS Trust to retain experienced and valued staff, who may otherwise have to leave the Service in order to meet their changed domestic commitments.





1.3	As we provide a vital service to the public of London it is essential that our core services are maintained at all times.  Any decisions regarding long-term changes to the working arrangements of an individual employee will have to be subject to the exigencies of the Service.  None of the following provisions are to be considered as automatic rights and will not all be appropriate to an individual’s circumstances.  Co-operation will be required from the person seeking a long term change, their colleagues and their manager.  Within the spirit of such co-operation, every effort will be made to accommodate requests from staff who need to alter their working arrangements.








2.	Part-Time Working





2.1	Single jobs that do not require more than 30 hours per week to perform are traditionally operated on a part-time basis, e.g. some cleaning and clerical posts.





2.2	Another form of part-time working is the splitting of a full-time post to make two or more part-time posts.  Such an arrangement is only possible when the job to be undertaken is capable of being performed by a number of equally qualified and experienced staff based at the same location, e.g. A&E and PTS ambulance personnel and Control Assistants.





2.3	All standard provisions and opportunities for advancement and development for full-time employees apply to part-time employees of the LAS Trust, albeit the pay and benefits are pro rata.
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2.4	If staff consider that their domestic and work commitments are best balanced by changing to part-time working, a request should be made to their line manager.








2.5	A wide range of possible options exist and every effort will be made to accommodate the request, which will also need the support of colleagues.








2.6	It is unlikely, however, that staff still under their training or qualifying period of employment could be accommodated.








2.7	If part-time employment is agreed a revision to the contract will be issued by Personnel.








3.	Job Sharing





3.1	Job sharing differs from part-time working as it is a form of employment in which two people voluntarily agree to share the work, duties and responsibilities of a single full-time post.  The LAS Trust will consider job share in order to enable existing staff and job applicants greater choice of flexibility of employment.








3.2	All full-time posts that cannot be split into part-time posts will be considered eligible for job sharing.  A number of posts will not,  however, be suitable for job share because of training requirements stipulated by a professional body, a problem would exist with the delivery of a core service or another specific reason.  The appropriate Director will have the final decision if the reason is challenged.








	Recruitment Procedures for Job Sharing





3.3	Existing staff should request to job share their post, with or without a partner, at least 3 months before the intended date.








3.4	The manager will provide the member of staff with detailed information about job share which is also available from Personnel Departments.  The manager will then consider the request and if accepted, the procedure to recruit the second person to job share will be actioned.  The manager and the member of staff will mutually agree to extend or reduce the 3 month period depending on the success of the recruitment procedure.  No post will change to job share without the full-time duties and responsibilities being covered.
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3.5	When it is considered that a vacant post would be suitable for job share, this will be stipulated in the advertisement.  All applicants will receive details of the post and information on job share.








3.6	All recruitment will follow the LAS Trust recruitment procedures and it therefore follows that although two candidates may possibly apply for a job share post, only one plus a different candidate may be offered the post.








	The Job Share Agreement





3.7	Each individual job share post will be subject to a specific agreement which will form part of the employment contract and will contain the following:-





(	the split of hours between the job share partners





(	the need for and length of ‘handover’ or ‘overlap’ time between partners





(	the maintenance of the communication mechanism between the partners, their managers and their colleagues.





(	the constraints on annual leave arrangements of the partners 





(	the supervision arrangements, including Individual Performance Review, where appropriate





(	the allocation of duties and distribution of work 








3.8	Each individual agreement will need to be carefully considered by both job share partners and the manager responsible for the post.  Divisional Personnel Managers will issue the contracts and will assist the manager and job share partners in reaching a satisfactory agreement.








	Women Returning from Maternity Leave





3.9	A member of staff on maternity leave who wishes to have her full-time post considered for job share, should request this from her manager 3 months before her return.  If the post is considered suitable for job share the recruitment process will be actioned.





	If less than 3 months notice is given no guarantee to complete the recruitment process to find a job share partner, before she returns, can be given.
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3.10	If after interview, no suitable job share partner is found, the post will be re-advertised. 





3.11	If, following two advertisements, no suitable job share partner is recruited the member of staff will need to continue to work in accordance with her original contract.  








	Action When One Job Sharer Leaves





3.12	When one job sharer leaves, the remaining partner will be offered the additional hours and therefore revert to a full-time post.





3.13	If the remaining partner is not able to take on the full-time post, the vacant job share will be advertised.  In the event that the post cannot be filled after two advertisements the remaining partner will be considered for re-deployment on a part-time contract.  Every effort will be made to re-deploy to a similar post but this cannot be guaranteed.  The vacant post will then be filled on a full-time basis.








4.	Term Time Working





4.1	Staff who need to be at home at the same time as their children are on school holidays may apply for term time working.





4.2	Staff must have to supervise their school children during school holidays and require at least eight weeks additional leave to do so.





4.3	The pay that equates to the additional time required will be deducted from the annual salary and the lower salary paid in equal monthly payments.





4.4	All other annual payments and entitlements will be reduced pro rata.





4.5	Managers will only be able to accommodate such requests if they can cover the vacancy by the temporary employment of students, agency staff or by use of overtime.  Managers will consult with colleagues of the individual if cover by overtime is proposed and must satisfy themselves that the arrangements are practicable.





4.6	If term time working is agreed, the Personnel Department will issue a variation to the individual’s contract for a set period that will be agreed between the individual and the manager.











PERSONNEL POLICY MANUAL - SECTION 4.3  -  PAGE  5 OF  6








5.	Working at Home








5.1	Work such as the writing of reports and projects may be carried out more easily in a quiet location and without disruption.  In cases where the employee’s facilities are shared, or the member of staff will continually be interrupted, their manager may agree that an employee can work from home.








5.2	A manager should ensure that the employee’s absence will not cause more disruption than would have been experienced had he or she actually been present.  








5.3	If staff request to work from their home on a permanent basis and the manager supports the request the Divisional Personnel Manager will arrange for a new Contract of Employment to be issued which includes:-








(	that the contract allows them to work from home





(	that the individual is required to comply with the Health and Safety at Work Act





(	that the LAS Trust owns the equipment to be used and access must be given for maintenance





(	that the individual is responsible for insurance; for notifying the institution who has arranged the mortgage on the property; notifying a landlord; checking with the Local Authority their position in terms of business rate or community charge





(	that the individual is responsible for ensuring that they are able to fulfil the confidentiality clause within their contract of employment








5.4	The manager of the potential homeworker will set up a control and communication system that enables them to monitor their performance, and in order that the homeworker is kept up to date with developments surrounding the Trust, all relevant information sources (LAS News, minutes of staff council meetings etc.) will be forwarded to their home address.








5.5	Employees working at home must inform their manager of any sickness which renders them unable to carry out their duties.  Normal certification regulations will still apply.
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5.6	Homeworkers will be expected to attend their work base from time to time at the request of their manager.








5.7	The arrangements will be reviewed annually.
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