
Spécial
COMMISSION
BRUXELLES

Guide to Flexitime 19

































Introduction of Flexitime from 1 October 1986

In Infor-Rapide of 22 July 1986 Mr Christophersen informed staff that
flexitime, with appropriate monitoring of hours worked, would be introduced
in the Commission from 1 October 1986 on the basis of a 37 1/2-hour
working week.

As was stated then, a "guide to flexitime" based on the pilot schemes
conducted during the first half of the year has been produced by a joint
ad hoc committee of representatives of the administration and the three
trade unions and staff associations. This guide, which applies to
Brussels staff, is reproduced below.

It sets out the outline arrangements within which flexitime will operate
in each unit. As in the past, however, responsibility for ensuring that
working hours are respected will lie with the Directorates-General.

These new working arrangements reflect the Commission's desire to modernize
personnel management. If flexitime is to be fully effective, management and
staff must maintain a two-way flow of information, and we must all be
aware of our responsibilities in our work.

Richard Hay

Director-General
of Personnel and Administration

Guide to Flexitime

I. General

1.1

As a result of the negotiations on the reduction and reorganization of
working hours for Commission officials, the Commission has decided to
introduce flexitime on the basis of a 37 1/2-hour week from 1 October 1986.
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1.2

The principles contained in this guide apply to all Commission officials.
The working hours and coretimes, however, apply only to Brussels. The
corresponding times in other places of employment will be determined
according to local requirements and circumstances.

II. Arrangements >

II.1 The working day

II.1.1
Working hours in Brussels are from 0830 hours to 1300 hours and from
1415 hours to 1730 hours.' During these hours each department must at all
times have some staff present.

Coretime is the period during which all staff must be present; outside
coretime, staff are free to choose their time of arrival and departure
within certain limits.

Coretime in Brussels is as follows:

11.1.2

As provided in collective agreements negotiated in the Member States, not
more than ten hours may be worked in one day and a lunch break of not
less than 30 minutes must be taken.

11.1.3

Planned working hours must be between 0800 hours and 2000 hours.

III. Management

To help make flexitime a success, departmental heads will:

(a) hold meetings with all staff before and during the operation to explain
and discuss the arrangements;

(b) try to solve problems by means of dialogue and greater team-work.

IV. Planning of working hours

Each week officials must submit forms to their heads of unit showing the hours
they plan to work the following week. The plans will have to be approved
by the heads of unit and must take account of the interests of the service and
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Monday-Thursday :

Friday:

0930 -
1445 -

0930 -
1445 -

1200 hours
1700 hours

1200 hours
1600 hours



the needs of other officials. Both sides are expected to keep to the agreed
plan except in unforeseeable circumstances.

V. Monitoring and calculation

V.1

After consulting the staff, the head of each unit will introduce whichever
of the following monitoring systems is best suited to the nature of the
unit's work:

- recording of arrival and departure times in a register in the unit
secretariat,

- spot checks by the head of unit to establish that officials are adhering
to their planned hours of work,

- self-monitoring, involving the entry of hours actually worked on a
daily or weekly sheet,

- clocking in and out with magnetic cards.

V.2

After consulting the staff, the head of each unit will introduce whichever
of the following calculation systems is best suited to the specific
requirements of the department:

- a weekly calculation,
- a calculation covering four weeks.

The purpose of this calculation is to determine the positive or negative
balance of hours worked in relation to the 37 1/2-hour week. Hours worked
in excess of the regulation 37 1/2 per week may be carried over at the end
of the weekly or 4-weekly accounting period according to the calculating
system chosen. A maximum of four hours under the weekly system or 16 hours
under the 4-weekly system may be carried over.

V.3

Hours to an official's credit may be taken as time off only in the week
(or 4-week period, depending on the system operating in the department)
following the period in which they were accumulated. Hours not taken
within this period lapse.

Time owed by an official will be made up in accordance with the needs of
the service.

An official may take the hours due to him in the form of half-days (max. 4),
whole days (max. 2) or an equivalent number of hours outside coretime. For
this purpose a morning counts as four hours and an afternoon (Friday
included) three and a half hours.

VI. Absences

VI.1

Absences for medical and similar reasons must be authorized by the official's
superior and need not be made up. Under flexitime, absences for personal
reasons must also be authorized, but they will not count as hours worked
and must be made up.
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VI. 2

In the case of sick Leave and holidays, the number of hours to be worked in
the week will be reduced accordingly.

VI.3

A mission of one full day counts as the equivalent of 9 hours worked.

VII. Overtime

VII.1

Staff who are requested by their superiors to do additional work outside the
hours shown in their plans but within Commission working hours (0830 to
1730 hours and 1630 hours on Friday) are entitled to tine off in respect of
the hours worked.

VII.2

Work done outside the official working hours will be covered by the relevant
provisions of the Staff Regulations.

Heads of units must ensure that requests to work overtime are not made
systematically but only when absolutely necessary (occasional work overload,
sudden emergencies).

VIII. Follow-up

V I I I . 1

Division IX/B/1 (Financial and Administrative Rights) will coordinate the
introduction of flexitime.

VIII.2

A joint committee on flexitime has been set up with representatives of the
administration and Directorates-General and of the trade unions and staff
associations. Its role will be to advise, mediate and evaluate, and it will
meet every month during the introductory period. In twelve months' time
it will review all aspects of the flexitime system and its effects on
departmental efficiency so that appropriate decisions can be taken.

1In the remainder of the text, "official" should be taken to mean "officials
and other staff".
20845 hours on Monday.
31630 hours on Friday.
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La version française a été publiée
dans les I.A. "Spécial Commission Bruxelles"
du 15.9.1986.
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