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1. Purpose 

This policy has been developed to provide guidance to managers and employees on the 
application of the flextime, overtime and Time Off In Lieu (TOIL) provisions in the 
AIATSIS Enterprise Agreement 2018-2021 (the EA). 

2. Policy Statement 

AIATSIS is committed to its employees having a healthy work life balance and, therefore, 
does not support excessive hours or managers allowing this to occur. 

However, on occasion there may be a need for managers to ask employees to work 
reasonable additional hours in order to meet key priorities. This policy provides 
information on the available options for employees to be compensated for their time 
when this occurs. 

In agreeing suitable compensation with employees, managers need to be mindful of the 
relevant EA provisions which indicate that the working of some additional hours is an 
expectation at the Executive Level and that any arrangement should not replicate a 
flextime arrangement. The EA also states that: 

 
• TOIL arrangements are not on an hour for hour basis 
• Executive Level employees may be required to work additional time beyond 

ordinary hours 
• TOIL arrangements are preapproved by mutual agreement between the employee 

and their relevant manager. 

Employees should refer to the EA for further information.  

It is the Institute’s policy to provide an environment where employees are able to gain 
access to flexible working arrangements, at the work unit level, which recognises client 
needs, operational requirements and personal commitments. 

It is the responsibility of both managers and employees to ensure that attendance 
records are properly maintained. 

3. Legislation 
Public Service Act 1999 
Public Service Regulations 1999 
Australian Public Service Enterprise Award 2015 
Australian Institute of Aboriginal and Torres Strait Islander Studies Enterprise Agreement 
2018 – 2021 
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4. Roles and Responsibilities 

 Employees 

Employees are required to: 

• Correctly record their time of commencing and ceasing work, including for rest 
breaks and other absences. This must be done in the Institute’s Employee Self 
Service system. 

• Calculate their debit or credit position at the end of each settlement period. 
• Certify that the details on the record are correct and that leave applications have 

been submitted as necessary. 
• Provide the attendance record to their supervisor shortly after the end of the 

settlement period, or as alternatively agreed with their supervisor. 
• Employees at the Executive level and above are required to correctly record their 

working hours in the Institute’s Employee Self Service system, but are not 
required to submit attendance records unless requested by their supervisor. 

 

 Supervisors 

Supervisors are required to: 

• Ensure that attendance records are properly maintained. 
• Certify the accuracy of records, where relevant, at the end of each settlement 

period. 
• Counsel employees on any improper practices in relation to this clause, including 

reversion to standard hours if necessary. 
• Approve flex or other leave under this clause as relevant and appropriate. 
• Ensure that absences on leave are correctly recorded. 
• Monitor staff for excessive working hours. 

5. Guidelines 

 Flex-time Scheme 
5.1.1 All employees are required to keep a record of their attendance using the 

prescribed electronic system. 

5.1.2 All APS 1-6 employees are eligible to access flex-time except those 
excluded from flex-time arrangements by the terms of their appointment or 
employees excluded as a sanction for breaches of this policy. 

5.1.3 Employees not using flex-time may agree absences in lieu of flex leave with 
their supervisor, subject to any agreed conditions. These absences must be 
recorded in the employee’s attendance record, for workers’ compensation 
purposes. 
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5.1.4 Employees use flex-time subject to this policy and procedures and by 
agreement of supervisors. Managers cannot use flex-time to vary hours 
without consent. 

  Flex Debit and Credit Build Up 

5.2.1 Employees may build up flex credits, and incur flex debits, during a 
settlement period. The following conditions will apply to the accrual of flex 
credits and debits. 

5.2.2 There is no limit to the amount of flex credit or debit built up during any part 
of the settlement period. However, at the end of the settlement period 
(“current period”) the maximum carry-over is one week credit or 10 hours 
debit, unless a higher carryover has been approved by their supervisor. 

5.2.3 Where a higher carryover credit has been approved it must be used during 
the next settlement period (i.e. the period after the current period); or 
converted to annual leave or approval sought for carryover to a subsequent 
settlement period. 

5.2.4 Unused flex credits will not be paid out on departure from the Institute. 
Employees should negotiate with their supervisor to use unused flex credits 
prior to their departure date. 

5.2.5 Where employees are unable to make up debits in excess of 10 hours in 
the current period due to circumstances beyond their control, the excess 
debit may be carried across to the next settlement period if the supervisor 
agrees. In such cases an employee must show cause to carry-over of credit 
or debit, including a plan to return to balance. 

  Co-operative Arrangements 

5.3.1 Successful operation of the flex-time scheme requires genuine co-operation 
between employees and supervisors. 

5.3.2 It is important that all employees appreciate that the Institute’s operational 
needs must be the main priority. Accordingly, there must be co-operation 
between employees and supervisors in planning work hours so that 
resources are available when needed, balanced against employees being 
afforded maximum flexibility in choosing their working hours, within the 
context of Clause 6 (flex debit and credit build-up). 

5.3.3 Institute activities requiring employee’s attendance, will be scheduled, 
whenever possible, between the hours of 8.30am – 4.51pm. 

  Compressed Work Schedule 

5.4.1 Where operational requirements permit, eligible employees in consultation 
with their supervisor may elect to average their fortnightly contracted hours 
over a 2 week settlement period, provided that: 
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• The employee does not work more than 10.00 hours in any day, and 
• All hours must be worked within the bandwidth 
• The employee must work a total of 73.50 hours (or pro-rata) within the 2 week 

settlement period 

  Regular absence 

5.5.1 An employee may seek approval to take flex leave on a regular basis e.g. 
every Monday. Any approval of these absences will be subject to 
agreement by the employee’s work unit that operational requirements can 
be met during the absences, and that it would not impact unreasonably on 
affected employees. 

5.5.2 Approval may be subject to any agreed provisions or restrictions, and is 
subject to review at any time. 

  Working Away from Acton Peninsula 

5.6.1 While working at premises other than Acton Peninsula, employees may 
negotiate working hours (including the application of flex time policies) with 
their supervisor. 

  Higher Duties 

5.7.1 Higher Duties Allowance is payable during flex leave, providing that it would 
have been payable if the employee had been at work. 

  Official Breaks 

5.8.1 Employees cannot work more than five hours without a minimum 30 minute 
meal break. 

5.8.2 Meal breaks are unpaid, except for shift workers. Shift workers are entitled 
to be paid for all rest and meal breaks. 

5.8.3 You are not paid for official breaks. 

  Time Off in Lieu (TOIL) 

5.9.1 While EL employees don’t have access to formal flextime arrangements 
they do have a degree of flexibility in their working hours with regard to 
commencing and ceasing times and short-term absences during bandwidth 
hours. Generally, therefore, these employees are able to accommodate 
periods of longer hours to deal with peaks in workload by offsetting with 
shorter days. However, the managerial responsibilities of EL employees are 
better served by regular daily attendance rather than the working of longer 
hours with compensating days off. 

5.9.2 If an EL employee is required to work longer hours in exceptional 
circumstances or in response to peaks in workload over a sustained period, 
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a mutual agreement to compensate the employee by way of a TOIL 
arrangement must be prearranged. 

5.9.3 Within such agreements EL employees and their managers are free to 
negotiate a reasonable ratio of hours of TOIL to additional hours worked, so 
long as the employee receives the equivalent of a minimum 1 hour of TOIL 
for every 2 hours additional hours worked. 

5.9.4 All accrued TOIL must be recorded in the Institute’s Employee Self Service 
system. 

5.9.5 The TOIL must be used within three months of it accruing or it will lapse. 
TOIL must be applied for via the Institute’s Employee Self Service system. 

5.9.6 TOIL cannot be cashed out or paid on termination. 

 Overtime for APS Employees 

5.10.1 As with Time off in lieu (TOIL) provisions for EL staff, APS employees must 
have prearranged agreement to undertake overtime. 

5.10.2 Weekdays - As indicated, additional hours worked on weekdays within the 
bandwidth of 7am to 7pm are generally dealt with under the flextime 
arrangements. Hours worked outside the bandwidth will attract overtime 
payment at the rate of time and a half for the first three hours and double 
time thereafter. 

5.10.3 Saturdays - Hours worked on Saturdays will be paid at double time. 
5.10.4 Sundays and Public Holidays – Hours worked on Sundays and public 

holidays will be paid at double time and a half. 

 TOIL for APS Employees 

5.11.1 At the time the extra hours are worked employees can request that they be 
converted to TOIL rather than overtime being paid. 

5.11.2 The resulting TOIL will be calculated using the overtime rates which would 
have applied, e.g. if a person worked 3 hours on a Saturday and asked that 
this be converted to TOIL, they would be credited with 6 hours TOIL. 

5.11.3 If the TOIL is not taken within four weeks of the date it accrued, it will be 
converted back to overtime and paid out. 

5.11.4 Managers need to consider the practicality of directing employees to work 
overtime if this will result in the need to grant more than an equivalent 
amount of time away from the workplace as TOIL within the next four 
weeks. 

 Christmas Closedown 

5.12.1 The Christmas closedown (ie the days between Christmas Day and New 
Year’s day which are not gazetted or award public holidays) are granted as 
other paid leave and are not, therefore treated as public holidays.   
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5.12.2  Where employees are required to work on these days they will be granted 
equivalent (hour for hour) time off at a mutually agreed later time. 

 Penalties 

5.13.1 Persistent failure to notify the supervisor of proposed absences may result 
in withdrawal of flex-time privileges and directed to work standard hours, 
deduction from salary or other disciplinary action. 

5.13.2 If an employee intends to be absent for any period of time for which prior 
approval has not been given, the supervisor must be notified by 10am on 
the day of absence. 

 

6. Review of Actions 

 Request for Review of Decision 

6.1.1 Where an employee is dissatisfied with a supervisor’s decision, they may 
request that the matter be referred to their Program Manager for review. 

6.1.2 Decisions made under this policy may be subject to the AIATSIS Review of 
Actions policy, as in effect at any given time. 

6.1.3 If the employee is dissatisfied with the outcome of any review, the 
employee may invoke the dispute resolution procedures set out in Clause 
10 and Attachment 3 of the EA. 

 

7. Acronyms and Definitions 

Bandwidth is the span of daily hours (7.00am to 7.00pm) during which normal duty may 
be performed. Overtime or leave in lieu provisions will apply if employees are required to 
work outside these hours. No employee will be required to work more than 10 standard 
hours on any one day. 

Settlement period is a period of 20 working days (including public holidays as relevant) 
which begins on a Thursday pay-day, and finishes on the Wednesday before the next 
payday four weeks later, during which employees are required to work a nominal total of 
147 hours. The settlement period is the period over which calculations are performed in 
order to compare hours worked under flex time with standard hours for the same period, 
and to calculate carry-over debits/credits where appropriate. 

Standard Hours/Day is 7 hours and 21 minutes for full-time employees, 36.75 hours per 
week, or as specified in a part-time agreement. 

Standard Business Hours is the period which AIATSIS conducts official external 
business and is from 8.30 am to 12.00pm and 1.00pm to 4.51pm. 



Working Hours, Flex-time and Time-Off-In-Lieu Policy and Procedure – 12/2019| 9 

Official Meal Break is an unpaid break. 

Rostered work arrangements is an agreement between employees and supervisors in 
planning work hours within a work unit so that resources are available within the 
Standard Business Hours. 

 

8. Guidance Documents 

• Australian Institute of Aboriginal and Torres Strait Islander Studies Enterprise 
Agreement 2018 – 2021 

9. Related Documents 

• AIATSIS Review of Actions Policy 

10. Contact 

Director People, Facilities and Security  

Please contact your Program Manager for information regarding a specific leave 
application. 

 

 

 

This policy will be reviewed every 36 months or as required 
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