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Version Control and Amendment Log

Version
No.

Type of Change

1

New draft policy created

2

Early review / ratification June 2012
/ issue

Early review undertaken to update the
policy.

3

Review prior to expiry
of policy

2016

Policy consulted on and approved.

Further
review of
V3 in Jan
2018

Additional wording added to Section
6.2 - Agreeing to work over the 48 hour
average (this is now section 7.2).

4

5

Date
February
2010
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to May
prior to expiry of policy
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(extension to review
date of 31/05/2019
approved by EDG)
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take place prior to the
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New policy commissioned, consulted
on and approved.

Full review and consultation completed
as per HR Policy Governance
processes.
See section 8 for details.

Prior to
30/06/2023
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Flowchart
48 Hour Working Week
Member of staff working for the Trust on one or more
contracts inside or outside the Trust.

Will the individual work in total in excess of 48 hours a
week on average during the reference period.

Yes

No

No further action required.

RISK ASSESS

Complete opt out agreement and
notify weekly hours to manager for
monitoring purposes.
Review annually.

Manager to retain record for inspection by statutory
body for 2 years (on rolling basis).
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1.

Introduction

1.1

The Trust is committed to managing the health and safety of staff and monitoring their
working hours.

1.2

The Working Time Regulations 1998 lay down minimum conditions relating to weekly
working time, rest entitlements, annual leave and make special provision for working
hours and health assessments for night workers. The regulations also implement
provisions of the Young Workers Directive that relate to working time for adolescents
between school leaving age and 18.

1.3

The Regulations impose responsibilities on both managers and staff to ensure that
working time provisions and safe working arrangements are observed. The
Regulations are complex and this policy is only an overview of some of the main areas
to help managers and employees with the implementation of the Regulations.

1.4

The policy should be applied fairly without discrimination in respect of gender,
including gender reassignment, marital or civil partnership status, HIV/AIDS, having or
not having dependants, religion or belief, race (including colour, nationality, ethnic or
national origins), disability, sexual orientation, age or trade union membership.

1.5

No member of staff will suffer any detriment because they have exercised their rights
under the Working Time Regulations.

2.

Scope
The policy applies to all Trust staff (including temporary and bank staff); additional
arrangements apply to doctors in training. For the purposes of this policy Trust staff
includes employees and those deemed to be „workers‟ under the legislation.

3.

Definitions

3.1

Working Time

3.1.1 Working Time - is defined as when a staff member is working, at their employer's
disposal and carrying out their activity or duties. It includes time taken for training
purposes, civic and public duties, health and safety and trades union duties.
3.1.2 Workers either work under a contract of employment or any other contract whereby
they perform personally any work or services; other than those who are self-employed
and genuinely pursuing a business activity on their own account.
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3.2

Special Daily and Weekly Working Time Limits

3.2.1 Doctors in Training
From 1 August 2009, all doctors in training are subject to the 48 hours per week limit
as all other employees. However doctors in training are still contracted to their hourly
limits in respect of rest and duty periods under the relevant national terms and
conditions..
3.2.2 Young Workers
A young person is anyone under eighteen years of age. A child is anyone who has not
yet reached the official age at which they may leave school.
A young worker is below 18 years of age and above the minimum school leaving age.
Young workers may not ordinarily work more than:



8 hours a day
40 hours a week

These hours worked cannot be averaged out and there is no opt-out available.
They may work longer hours where it is necessary to either:
 maintain continuity of service or production, or
 respond to a surge in demand for a service
and provided that
 there is no adult available to perform the task
 the training needs of the young worker are not adversely affected.
Young workers should not ordinarily work at night unless:
 they are employed in hospitals or similar establishments
 there is no adult available to perform the task
 they are allowed an equivalent period of compensatory rest,
 and, they are adequately supervised where necessary for their protection.
3.2.3 48 Hour Limit
No staff member shall work over an average of 48 hours per week over the relevant
reference period , unless he/she agrees in writing to do so (see Section Agreeing to
Work over the 48 Hour Average)
3.2.4 Reference period
The period over which average working hours are to be calculated will be a rolling
period of 17 weeks for Trust staff (to calculate average hours, see Appendix 1). In
specified circumstances workers and employers can agree to calculate the average
weekly working time over a period of up to 52 weeks under a workforce or collective
agreement.
For doctors, it has been agreed at national level that the reference period is 26 weeks.
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3.2.5 Night- time
Night-time is the period between 11.00pm and 6.00am and staff will be subject to the
provisions relating to working during night-time if they regularly work at least three
hours during the night-time period on most of the days they work or often enough for it
to be regarded as a regular basis.

4.

Purpose
The aim of this policy is to ensure that the Trust complies with the requirements of the
Working Time Regulations, by protecting the health and safety of staff from the risks of
working excessive hours.

5.

Details of the policy
The aim of this policy is to ensure that the Trust complies with the requirements of the
Working Time Regulations, by protecting the health and safety of staff from the risks of
working excessive hours. See section 1 for a broad overview of the policy.

6.

Duties

6.1

The Board of Directors is accountable for:



6.2

The Chief Executive is accountable for:


6.3

Commitment through endorsement of this policy.
Identification and allocation of any resources required for the policy.

Ensuring the proper allocation of the policy through management
arrangements.

Line Managers are responsible for:


Ensuring they are conversant with the policy and that their staff are fully
acquainted with it.
 Ensuring all Trust staff are working in accordance with the policy and the
Regulations.
6.4

Staff are responsible for:


6.5

Ensuring they are fully acquainted with the policy and that they adhere to the
procedures and guidelines set out within, should they apply

Human Resources are responsible for:



Monitoring the policy
Advising staff and managers on the policy and procedures
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7.

Procedure

7.1

Staff with more than one job/employer

7.1.1 It is a contractual requirement that where staff wish to undertake additional paid
employment they must obtain written consent. In addition staff must inform their line
manager if they have or are in the future considering taking up additional employment
within the Trust, with another employer or in a self-employed capacity which could
result in regularly working over 48 hours a week. Specific provisions apply in respect
of private practice for medical staff in accordance with Schedule 9 of the national
terms and conditions.
7.1.2 Where staff have more than one job, it is their combined hours that should not exceed
the weekly average of 48 hours. Individual members of staff have a responsibility to
ensure that any work undertaken outside their main employment with the Trust does
not adversely affect their ability to satisfactorily perform their work for the Trust, and
staff should therefore notify their Line Manager in writing in advance if their combined
working hours will exceed 48 hours per week.
7.1.3 Those staff who work irregular hours for the Trust and/or any other employer (e.g.,
Bank Staff) shall specify by the designated process (paper or electronic) whether their
total working hours will exceed the 48-hour average limit during the period of the
claim. Where this occurs the Line Manager shall review the allocation of work for the
next period(s) to ensure the limit is not exceeded over the full reference period (17
weeks). If this cannot be ensured, the staff member shall be asked to agree in writing
to exceed the weekly limit (see Section below - Agreeing to Work over the 48 Hour
Average).

7.2

Agreeing to Work over the 48 Hour Average

7.2.1 In normal circumstances the Trust does not require any member of staff to work in
excess of an average of 48 hours per week. However, there may be circumstances
where an individual member of staff may be requested to work more than this
average. If the individual is willing and able to do so, then they must agree in writing
that the weekly limit does not apply. To opt-out, the written agreement shall take the
form outlined in Appendix 3. The form is available on the Trust‟s intranet, in the policy
section (under Working time Regulations).
It is important that managers and staff do not presume that working beyond the
average weekly limit of 48 hours should be the norm.
7.2.2 The Trust, through the relevant line manager, will need to be satisfied that the health
and safety of the individual member of staff and the safe delivery of the service will not
be adversely affected when making such individual agreements.
7.2.3 Whether or not an opt out form is agreed, a review of the reasons for the excess hours
should be undertaken by the line manager and a risk assessment completed.
Remedial action should be initiated to reduce hours to the 48 week average or below
as soon as reasonably practicable. Where the line manager is unable to identify a
solution, they should seek further advice from their own line manager and other
available resources to consider revisions to systems of working.
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7.2.4 The employee has the right to withdraw from the opt out provision. This would
mean that they would resume being subject to the average 48 hour week limit and
their contractual arrangements would be amended accordingly to reflect the change in
hours worked. They can do this at any time by providing one month‟s written notice to
their manager, unless there are exceptional circumstances which means they need to
withdraw from the opt out sooner. It is important that cover for patient care can be
maintained as seamlessly as possible so it would be beneficial if an employee could
discuss their intentions with their manager as soon as possible before issuing the
notice. However not doing so, will not affect their entitlement to withdraw from the opt
out agreement and they would not be treated detrimentally as a result of their
withdrawal.”

7.3

Records of weekly hours

7.3.1 Where staff have opted out of the 48 hour working week, it is the responsibility of each
line manager to keep for 2 years a record of the number of weekly hours worked by
each member of staff (the Trust time sheet will suffice for those staff who currently
submit one) and a copy of the individual's agreement to opt-out of the maximum
weekly limit.
7.3.2 The Human Resources Department will maintain a record of those staff who agree to
dis-apply the maximum weekly limit, and will retain this for two years. A copy of the
opt-out agreement will be kept on the employee‟s personal file.
7.4

Working during Night-Time

7.4.1 8 Hour Limit
The normal hours of staff who regularly work during night-time shall not exceed an
average of 8 hours per 24 hour period calculated over the reference period.
The reference period for averaging normal hours will be 17 weeks with the exception
of Doctors who will have 26 weeks. The calculation shall be made using the formula
in Appendix 2.
Staff who regularly work during night-time are not necessarily undertaking work which
involves special hazards or heavy physical or mental strain. However managers need
to assess the risks associated with night time working and keep such assessments
under review, (using the Trust‟s risk management approach). If areas of work during
night-time are found to involve such special hazards, the normal hours of staff
regularly working during night-time shall not exceed 8 hours on any occasion that they
work at night. Risk Assessments will be conducted in accordance with the Trust's
Health and Safety procedures.
7.5

Health Assessments

7.5.1 Before a staff member begins work during night-time they will be entitled to a free
health assessment to determine whether they are fit to carry out the night work to
which they are assigned. This will initially be in the form of a night workers‟ health
questionnaire provided by the manager. The questionnaire is available on the Trust‟s
intranet, in the policy section (under Working Time Regulations).
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7.5.2 Questionnaires should be completed on an annual basis by all night-workers,
therefore managers will need to keep records of when the questionnaire was last
completed. If appropriate a full assessment by Occupational Health will be carried out
by request of the line manager or if a need is identified by the questionnaire.
7.5.3 If the Occupational Health advice is that a member of staff is suffering from health
problems connected with the fact that they work during night-time, the Trust will,
whenever reasonably practicable and subject to service delivery requirements, offer
the option to transfer to suitable alternative day work, with pay and conditions
applicable to day work.
7.6

Records for regular night workers

7.6.1 It is the responsibility of each Line Manager to keep for two years a record of the
working hours of those staff who regularly work during night-time, including the
occasions that they have worked at night.
7.6.2 The Line Manager and the Occupational Health Department will maintain an annual
record of those staff that have undertaken a free health assessment and will retain this
for 2 years.
7.7

Rest Periods

7.7.1 Daily Rest Period
A member of staff shall be entitled to a rest period of at least 11 consecutive hours
between each working day (12 consecutive hours for staff aged under 18), unless any
exceptions occur as detailed in the paragraph below.
7.7.2 Weekly Rest Period
A member of staff shall be entitled to an uninterrupted rest period of at least 24 hours
in each 7 day period, averaged over two weeks (each week starting at midnight
between Sunday and Monday). (For staff aged under 18, the entitlement is 2 days rest
in each week.) The weekly period is in addition to each daily rest period (i.e. one
period of 35 hours consecutive rest per 7-day period). This entitlement to weekly rest
periods shall be modified where any exception occurs as detailed in paragraph below.
7.7.3 Exceptions and Compensatory Rest
The Trust recognises that there will be occasions when the full entitlements to daily
and weekly rest periods cannot practically be achieved, for instance:






Where the staff member changes shifts (e.g. from a late shift to early shift)
Where the staff member works split shifts (e.g. a morning shift and an evening
shift)
Where there is the need for continuity of care in areas where staff work in direct
contact with patients in "round the clock” services
Where staff have undertaken work during an on-call period which is preceded
and/ or followed by a period of duty
Where staff are required to work due to emergency or unforeseeable
circumstances
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7.7.3.1In the case of such exceptions applying, the member of staff shall be allowed to take
equivalent periods (i.e. the same number of hours lost) of compensatory rest, e.g. if
there are only 8 hours daily rest one day, to be allowed the remaining 3 hours another
day in addition to the 11 hours for that day. This should be taken within a reasonable
period - 2 weeks for daily rest and 2 months for weekly rest. Where this is not
possible for objective reasons, then appropriate measures will be taken to safeguard
the health and safety of the employee.
7.7.3.2For staff aged under 18 the only exception is where they work split shifts.

7.8

In Work Rest Breaks

7.8.1 A member of staff shall be required to take an uninterrupted break of at least 20
minutes when working time is more than 6 hours (a break of at least 30 minutes for
staff aged under 18 when daily working time is more than 4 1/2 hours). This is an
unpaid break. This entitlement shall be modified where the exceptions detailed below
apply.
7.8.2 The Trust recognises that in exceptional circumstances there are some service areas
and occasions when the entitlement to an in-work rest break cannot be achieved, for
instance:


Where there is a need for continuity of care in areas where staff work in direct
contact with patients



Where staff are required to work due to emergency or unforeseeable
circumstances which would be a rare occasion and should not become custom
and practice.

7.8.3 In the case of such exceptions applying the member of staff shall be allowed to take
equivalent periods of compensatory rest during another period of duty, as soon as
reasonably practicable, usually within 2 weeks. This should not be taken, either at the
start or the end of a period of working time. Where it is not practical for such
compensatory rest to be allocated, the line manager must ensure that the staff
member's health and safety is protected. A break of at least half an hour in a full day is
to be encouraged and it is the Manager‟s responsibility to ensure that breaks are able
to be taken.
7.8.4 After consideration by the Joint Consultative Forum, it has been identified and agreed
that where the following criteria have been met:
- there are only two members of staff on a waking night-shift
- no other staff are able to cover
- it is not possible to provide a mid-way break and compensatory rest is
not practical
then local management will have scope to provide that the mid-way break is paid as
an alternative to the break and compensatory rest. The need for such an arrangement
will be identified and agreed in advance to avoid any issues about obtaining
appropriate consent at the time. However, the need for the arrangement will be
reviewed by local management on a regular basis (at least every 6 months) and the
line manager must still ensure that the staff members‟ health and safety is protected
and undertake assessments of their health. Guidance should be sought from
Occupational Health, as necessary. The application of this arrangement, the review of
Working Time Regulations Version 4 2019
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the arrangement and the assessment of staff members‟ health will be recorded in
writing by the line manager. They should be counter-signed by the line manager‟s
manager.

7.9

Annual Leave
The Working Time Regulations also provide for a minimum entitlement of 28 days
(including bank holidays). The terms and conditions of staff provide for a greater
entitlement as set out in the Leave Policy.
However, the Trust, together with Staff Side, have also considered the extent to which
it would be appropriate for staff to work during their annual leave – for example, by
undertaking additional flexible staffing shifts. It is recognised that there is no statutory
restriction on the number of leave days which can be used to undertake additional
employment but the Trust wishes to be assured that staff have sufficient rest away
from work. It has been agreed, therefore, that each member of staff should take a
minimum of 20 days (pro rata for part-time workers) of their entitlement as time away
from any work. The remaining days of their entitlement can be used to undertake
other employment subject to normal provisions regarding authorisation of outside
employment. (See Declaration of Interests and Standards of Business Conduct
Policy).
Further to your standard terms and conditions and Declaration of Interest of Business
Conduct Policy, this is to confirm that there is a contractual requirement to inform your
manager of any potential health and safety risks involved in working regularly over 48
hours per week arising from taking up additional employment with the Trust, with
another employer or if acting in a self-employed capacity. This requirement would
also apply to taking up additional employment which potentially meant the employee
was not taking sufficient time away from work as set out above.

7.10

Appeals

7.10.1 Any member of staff who is not satisfied with any management decisions regarding
the Working Time Regulations or feel that they have suffered any detriment, should
use the Trust‟s Grievance Procedure.
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8.

Development, consultation and approval

The following individuals / groups were involved in developing and approving the latest
version of this policy Version 4
 Previous author, January 2018 to April 2019
 Deputy Director of Human Resources, May 2019
 Head of Equality and Inclusion, May 2019
 Consultation with Staff Side - verified by the Joint Policy Group on 9th May 2019
and noted at the Joint Consultative Forum [5th June 2019].
 Policy Governance Group and Executive Directors‟ Group to approve the policy
in May 2019.
 The Equality Impact Assessment will be undertaken and stored separately
in conjunction with Corporate Governance and the Head of Equality and
Inclusion.
Changes have been made to the following sections as a result of consultation  Some adjustment to wording at paragraphs 7.2.1 and 7.2.2 – “agreeing to work over the
48 hour average”.
 Paragraph 7.2.3 added, relating to reviewing the excess hours.
 Paragraph 7.2.4 added, relating to the employee‟s right to opt out of the excess
hours provision.
The policy review date is 30th June 2023.
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9.

Audit, monitoring and review

Monitoring Compliance Template
Minimum
Process for
Responsible
Requirement
Monitoring
Individual/
group/committee

Hours of
work

Using the
Electronic Staff
Record interface
into payroll

Line Managers

Frequency of
Monitoring

Routinely

Review of
Results process
(e.g. who does
this?)
Line Managers

Responsible
Responsible
Individual/group/
Individual/group/
committee for
committee for action
action plan
plan monitoring and
development
implementation
Line Managers
Line Managers

and, where
appropriate –

and, where
appropriate –

and, where
appropriate –

HR Senior
Management
Team

HR Senior
Management
Team

HR Senior
Management Team

Joint Consultative
Forum
(Management
Side and Staff
Side)

Joint
Consultative
Forum
(Management
Side and Staff
Side)

Joint Consultative
Forum (Management
Side and Staff Side)

The policy review date is 30th June 2023.
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10.

Implementation plan
The implementation of the Working Time Regulations has taken place since 1998.
This policy consolidates the regulations into a local policy.

VERSION 4
Action / Task

Responsible Person

Upload new policy onto intranet and internet and Corporate Governance
remove and archive the old policy, version 3.
to arrange this via the
Communications Team
All staff communication in Connect.

Deadline

Progress update

31/05/2019

TBC
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11.

Dissemination, storage and archiving (version control)

Version

Date on website
(intranet and internet)

Date of entry in Connect
(all staff communication)

1

February 2010

N/A

2

June 2012

N/A

3

2016

N/A

Any other promotion/
dissemination (include dates)

January 2018
4

TBC

TBC

This is Version 4 and is stored and available through the SHSC Intranet/Internet.
This version supersedes the previous Version 3 issued February 2016.
Any copies of the previous policy held separately should be destroyed and replaced with this version.
The 3rd version of this policy (originally issued in 2016) incorporated additional guidance regarding annual leave and working time.
Version 3 was further reviewed in January 2018 and additional wording added to Section 6.2.
All versions of HR policies are stored on the HR Shared Drive by the policy author and the PA to the Director of Human Resources.
Word copies of final versions of policies can be obtained from Policy Governance via the PA to the Director of Human Resources.

Working Time Regulations Version 4 2019
page 16 of 20

12. Training and other resource implications
This policy consolidates practice that is already in place. No specific training is
necessary, however, training needs will be assessed by HR Business Partners / HR
Advisers and will be met in formal or informal training events as appropriate.
13. Links to other policies, standards, references, legislation (associated
documents) and national guidance



Leave Policy
Declaration of Interests and Standards of Business Conduct Policy
Associated Documentation
Appendix 1
Appendix 2
Appendix 3
Page 4

Calculating average weekly working time.
Calculating the average hours worked at night.
Agreement to „opt out‟ pro-forma.
Flowchart.

SHSC Health & Safety Policy Statement
National Guidance
This policy takes account of:
The NHS Agenda for Change Handbook (Section 27).
NHS Litigation Authority (2008). NHSLA Risk Management Standards for MHA &
LD Trusts. www.nhsla.com
Working Time Regulation 1998.
Management of Health & Safety at Work Regulations 1999.
Guidance available at www.direct.gov.uk.
Advance letters (MD) 6/98: Working Time Directive Agreement for Career Grade
Doctors

14. Contact details
Job Title
Deputy Director of
Human Resources

Name
Caroline Parry

Phone
0114
22 63960

Email
Caroline.Parry@shsc.nhs.uk

Human Resources staff are also available for support and advice. The current
contact details are available through the Human Resources portal on the Trust‟s
intranet.
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CALCULATING AVERAGE WEEKLY WORKING TIME

Appendix 1

The average weekly working time is calculated using the following formula:
(A+B)
C
Where
A

is the total number of hours worked in the reference period

B

is the total number of hours worked immediately after the reference period, during the
number of working days equal to the number of days missed due to annual leave
entitlement , sick leave, maternity leave, etc.

C

is the number of weeks in the reference period.

Example 1:
A worker has a standard working week of 40 hours and does overtime of 12 hours a week
for the first 10 weeks of the 17-week reference period. No leave is taken during the
reference period.
The total hours worked are:
17 weeks of 40 hours and 10 weeks of 12 hours of overtime
(17 x 40) + (10 x 12) = 800
Therefore their average (total hours divided by number of weeks):
800 divided by 17 weeks = 47.1 hours a week.
The average limit of 48 hours has been complied with.

Example 2:
A worker has a standard working week of 40 hours (8 hours a day) and does overtime of 8
hours a week for the first 12 weeks of the 17-week reference period. 4 days‟ leave are also
taken during the reference period. On return to work, only normal hours are worked for the
first week.
The total hours worked in the reference period are:
16 weeks and 1 day (40 hours a week and 8 hours a day) and 12 weeks of 8 hours of
overtime
(16 x 40) + (1 x 8) + (12 x 8) = 744
Add the time worked to compensate for the 4-day leave, taken from the first 4 working days
after the reference period. The worker does no overtime, so 4 days of 8 hours (4 x 8 = 32)
should be added to the total.
Therefore their average is (total hours divided by number of weeks):
744 + 32 = 776
776 divided by 17 = 45.6 hours per week.
The average limit of 48 hours has been complied with.
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CALCULATING AVERAGE HOURS WORKED AT NIGHT Appendix 2
The average hours worked at night are calculated using the following formula:
A
B-C
Where:
A

is the number of hours during the applicable reference period which are normal working
hours for that worker

B

is the days within the applicable reference periods

C

is the number of hours weekly rest to which a worker is entitled under the Regulations (i.e.
24 hours for seven days) divided by 24. (It should be noted that this is not the total number
of hours that the worker is at rest each week. Only the hours making up the weekly rest
period that the worker is entitled to under the Regulations that are counted).

Normal hours of night work include overtime where it is part of a night worker's normal hours of
work.
Example 1:
A night worker normally works four 12-hour shifts each week.
The total number of normal hours of work for a 17-week reference period are:
17 weeks of 4 shifts of 12 hours
17 x (4 x 12) = 816
There are 119 days (17 weeks) and the worker takes 17 weekly rest periods, as entitled to
under the Regulations. Therefore the number of days the worker could be asked to work is
119 - 17 = 102
To calculate the daily average working time, the total of hours is divided by the number of
days a worker could be required to work.
816 divided by 102 = 8

This equals an average of 8 hours a day.

Example 2:
A night worker normally works 5 days of 10 hours followed by 3 days of rest. The cycle
starts at the beginning of the reference period (so there are 15 cycles of work). The worker
takes 2 weeks‟ leave and works 6 hours overtime every five weeks. During this reference
period, the overtime is worked in the fifth, tenth, and fifteenth weeks. The leave does not
affect the calculation of normal hours, but the overtime does.
15 cycles of 5 shifts of 10 hours = 15 x (5 x 10) = 750 hours
6 hours overtime x 3 = 18 = 768 hours (including overtime)
There are 119 days (17 weeks) and the worker takes 17 weekly rest periods, as entitled to
under the regulations. Therefore the number of days the worker could be asked to work is:
119 - 17 = 102
To calculate the daily average working time, the total of hours is divided by the number of
days a worker could be required to work.
768 divided by 102 = 7.53 This equals an average of 7.53 hours a day.
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Appendix 3
AGREEMENT TO OPT OUT OF REGULATION 4 OF THE WORKING TIME
REGULATIONS 1998 (“THE REGULATIONS”)
I (.................name.....................) agree that as from the date of this agreement, my position will not
be subject to the 48 hour maximum weekly working time limit as specified in Regulation 4 of the
Working Time Regulations 1998.
I understand that this agreement will be reviewed annually, but may be terminated by myself at any
time on the giving of one month‟s written notice to my manager.
Despite agreeing to opt out of the limit, I am fully aware that I have a responsibility not to work
hours so long that they may impair my efficiency or expose colleagues, the public or property to
risk.
I agree to keep accurate records of my working hours for the Trust plus any additional hours
worked for another employer.
SIGNED………………………………….....................…DATED……......………………................
NAME IN CAPITALS..................................................................................................................
EMPLOYEE No. (as per your payslip)........................................................................................
TEAM……….……………………………………………………………………………………………

MANAGER'S SIGNATURE………………………………………………………................
MANAGER'S NAME IN CAPITALS ………………………………………………………..
ACTION:
To be copied and sent to the appropriate HR Adviser at the Trust‟s Headquarters.
For Audit purposes, Managers need to ensure that a copy of this form is placed on the
employee‟s Personal File.
________________________________________________________________
NB – The decision by members of staff to opt-out of the 48-hour weekly limit is an
individual, voluntary one and no pressure should be placed on the individual to take the
option.

________________________________________________________________
For HR Department action:
1. entered on WTR spreadsheet:
On: Date......dd / mm / yyyy...................By: name...................................................
2. File
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