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1. CREATING A WORKING TIME POLICY

It is good practice to produce a Working Time policy. This policy must comply with the requirements of the Working Time Regulations 1998.

When creating the policy you should set out the purpose and aims of the policy and include a policy statement. For example: “The company places great importance on all employees achieving a good work life balance and maintaining good health, and this policy forms part of a suite of policies designed to help achieve this. The company is committed to ensuring that employees do not work excessive hours. This policy sets out the rules and standards on working hours and rest arrangements that must be followed at all times.”

Details of individual employees' working hours and holiday entitlements and arrangements must also be included in their contracts (statement of terms and conditions) of employment.

Include definitions of key terms, such as “workers”, “young workers”, “night work” or “night workers”. Use the definitions given in the WTR.

[bookmark: Xbb4c45baddc6495140e08ebef4da036300100fa]2. MANAGING TIME OFF WORK FOR JURY DUTY

If an employee is called for jury service, the employer must allow that employee to attend. If particular difficulties arise as a result of the call for jury duty, the employee can ask for the service to be deferred, although this request might be refused. The courts meet the costs of the employee's lost earnings.

[bookmark: X8232dc18d46e9c466a8a8b43d3c778cd813721d]3. MANAGING TIME OFF WORK FOR PUBLIC DUTY

Employees have a right to unpaid time off to perform specified public duties, including:
· justices of the peace
· members of a local authority
· members of a police authority
· members of any statutory tribunal
· members of the managing or governing body of an educational establishment
· members of a health service or education body
· members of a prison visiting committee
· members of the Environment Agency.

The duties for which an employer is required to permit reasonable time off are any of the duties of a justice of the peace, or, as regards membership of any one of the bodies listed above, to:
· attend meetings of the body or any of its committees or sub-committees
· perform duties approved by the body.
[bookmark: X89a267f9470ee7b7be0a75213db97ff51fd7d37]
4. MANAGING TIME OFF WORK FOR RESERVISTS

Employers of reservists who are called up are obliged to release them and subsequently to re-employ them afterwards, provided the employee makes a written application for re-employment within six months. These special provisions apply only if there has been an official call-up.

Employees who are reservists must normally make their own arrangements with their employers for time off for other purposes, such as training.

[bookmark: Xb923f241bc7f08d4b35602a228575bcae1d3b77]5. MANAGING TIME OFF WORK TO STUDY

Young people (ie those aged 16 or 17 or those aged 18 but who began relevant study or training before reaching that age) are entitled to paid time off for specified study or training.

To qualify for the right to request time off for training, an employee must have been continuously employed for a period of not less than 26 weeks. The purpose of the training must be to improve the employee's effectiveness at work and the performance of the employer's business. It need not lead to a formal qualification.
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