


[bookmark: _Hlk95487652][bookmark: _Hlk95730449][bookmark: _Hlk95488190]ANNUALISED HOURS POLICY
Policy

· This policy can be issued to employees to explain the company’s stance in relation to annualised hours. 
· If you would like to make any amendments to this policy please do contact our HR Policy & Documentation team on 0161 819 4671 who will be happy to bespoke this to your requirements.  
· Need additional training? Click here to access your free CPD accredited e-learning sessions available on Peninsula OnDemand 
· For quick answers to your HR questions, try our innovative AI based platform, BrAInbox. Just type in your question and get your answer, fast. Try it today



ANNUALISED HOURS POLICY

We operate an annualised hours scheme which is subject to the following rules and procedures. Our flexible work environment reflects our current business needs and is subject to change accordingly.

· This scheme is based on full time employees working ……………… hours (1820 (35 per week) – 2210 (42½ per week)).

· You must comply at all times with our time recording procedures.

· You will be informed in advance of the core hours you are expected to work each [week/four week period] these core hours are subject to change in accordance with the changing business needs.

· Your rate of pay will be your normal rate of pay for hours worked up to ……………. in a [two/four week period]. For hours worked in excess of …….. you will be paid at ……………..

· Where your employment ends, for any reason when only part of the year has been completed, your pay will be calculated to ensure that the payment which you receive equates to the actual hours that you have worked. Any shortfall in pay will be added to your final payment and any overpayment will be deducted. This calculation is also made at the end of the year and again the same adjustment based on hours worked for any overpayment or underpayment will be made.

This policy is subject to regular reviews.
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