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General information 

OPH is committed to assisting employees achieve an appropriate balance between work 

and their personal lives.  Flextime is a cooperative arrangement between management and 

employees, which provides for optimal organisational flexibility to meet operational 

requirements and deliver client services, and flexible working hours for employees to 

balance their work and personal lives. Under these arrangement employees will be able to 

balance personal and work needs, and work their required or regular hours of duty in a 

flexible manner subject to operational requirements and the availability of work and the 

approval of the employee’s manager. 

Upon commencement in the work area and at the beginning of each performance appraisal 

cycle, managers/supervisors and employees should discuss work arrangements for the 

forthcoming year. This includes agreed working hours, anticipated peak work periods, 

personal commitments and arrangements for accessing flex leave. 

Authority/Delegations 

Managers have the authority to approve flextime leave. 

The Deputy Director and Director have the authority to approve the payout of credits in 

excess of 37.5 hours.  The Deputy Director should be notified when an employee has 

accrued in excess of 37.5 hours flextime credit or 10 hours flex debit. 

Managers and above have the authority to revoke flex entitlements and revert an employee 

to standard attendance hours for a nominated period. 

Working hours 

Ordinary hours of work for full-time employees are 37.5 hours per week. This equates to a 

standard day of seven hours and thirty minutes.  Ordinary hours of duty are considered to be 

worked Monday to Friday between 8.30 am to 12.30 pm and 1.30 pm to 5.00 pm.  

The span of hours during which an employee may work their ordinary hours is 7.00 am to 

7.00 pm Monday to Friday. Where employees are required by managers to work outside the 

bandwidth this requires prior approval of the Section Head (EL2) and overtime may be 

payable.   

A maximum of nine hours ordinary work is to be performed in any one day by employees 

eligible for overtime payment. 

Core hours for full-time employees are 9.30 am to 12 noon and 2.00 pm to 3.00 pm.  All 

employees must attend work during core hours unless they have prior approval to be absent 

on flex or other leave. 

An employee’s normal hours are those hours, within the agreed bandwidth, that the 

employee works on a regular basis. The pattern of hours by which an employee works their 

ordinary hours must be agreed with their supervisor.  
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Where an employee works for part of the day, and applies for part day leave for the 

remainder of the day, the total hours credited for the day must not exceed seven hours and 

thirty minutes. For example, if the employee works four hours of the day, a maximum of 

three hours and thirty minutes leave can be applied for. 

Employees at or below the APS 6 level must record their attendance using Timekeeper. 

Executive level employees will keep an attendance diary. 

Part-time employees may access flextime under the same arrangements as full-time 

employees with the exception that maximum flextime credit and debit levels will be 

determined on a pro-rata basis.  For example, if a part-time employee usually works thirty 

hours per week, thirty hours would be the maximum flex credit allowed. 

Employees must not work more than five consecutive hours without taking a break of at least 

thirty minutes. 

Flextime 

All employees in classifications at the APS1-6 level are eligible to access flex, except those 

who work on a roster basis and casual employees. 

Flex cannot be accumulated outside of the bandwidth hours 7.00 am to 7.00 pm. Where 

employees are required by managers to work outside the bandwidth this requires prior 

approval of the section manager (EL2) and overtime is payable. 

Flextime accrues when an employee works longer than the ordinary hours of work, i.e. 

seven hours thirty minutes per day.  For employees working part-time, the ordinary hours of 

work are those hours agreed in their part time work agreement.  

A flex debit accrues when an employee works less than the ordinary hours of work, i.e. 

seven hours thirty minutes per day. 

Employees on official domestic travel may accrue flex within the span of hours 7.00 am to 

7.00 pm Monday to Friday for time spent travelling to or from the relevant work destination or 

for time spent working on OPH business.  

A settlement period for eligible employees is four weeks, commencing on a Thursday 

payday and finishing on a Wednesday.  

Working arrangements should be discussed with the relevant manager during periods of 

acting at a higher level.  

Maximum credits 

A maximum of 37.5 hours credit can be accumulated and carried over from one settlement 

period to the next.   

Subject to operational requirements, there is no limit on the amount of flex leave that may be 

taken during the settlement period. Flex may be taken in conjunction with all forms of other 

leave except for Long Service Leave. 
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The immediate manager must advise the Deputy Director where an employee has flex 

credits in excess of 37.5 hours. The Deputy Director should enable the employee to access 

flex leave within a reasonable period after being notified. 

Maximum debit 

A maximum of 10 hours debit can be accumulated and carried over from one settlement 

period to the next. 

Employees who accrue a flex debit in excess of 10 hours must take either annual leave or 

leave without pay to reduce the debit back to a maximum of 10 hours.   

Misuse of flextime 

Where an employee’s manager considers that the employee’s attendance is unsatisfactory 

or that the employee is misusing flextime, the employee will be advised in writing and may 

be required to work standard attendance hours (seven hours thirty minutes) each day for a 

nominated period. At the conclusion of the period attendance will be reviewed and if no 

further action is required the employee may re-commence accessing flexible working 

arrangements with the approval of their supervisor. 

Ongoing or serious breaches of attendance may be dealt with as misconduct. 

Flexible Working Arrangements for Executive Level 

employees 

While the Flexible Working Arrangements Scheme does not apply to executive level 

employees (and equivalents), managers have an obligation to allow these employees 

flexibility in their working arrangements, including hours of work, and have the authority to 

grant time off in recognition of additional hours worked, where it is considered such hours 

are in excess of agreed working arrangements.  

Agreement on Working Arrangements 

The working arrangements for an EL employee should be agreed at the section or branch 

level through discussion between the manager and the EL employee.  The discussion 

should include consideration of the work requirements that will safely get the job done and 

allow the employee to balance their work and life.  If, after discussion, agreement cannot be 

reached, the manager will determine an appropriate working arrangement.  The pattern of 

hours is to be flexible enough to accommodate short term peaks and troughs in workload, 

and include any reasonable additional hours.  The agreed pattern of hours is to be recorded. 

A supervisor may grant time off in lieu (TOIL) in recognition of reasonable additional hours 

worked, subject to operational requirements. TOIL is not required to be granted on an exact 

time for time basis and may be taken as whole or part days and  in conjunction with 

approved leave. 

Overtime for Executive Level employees 

Other than in exceptional circumstances approved by the Director, executive level 

employees (and equivalents) are not eligible to receive overtime payments. In assessing 
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exceptional circumstances, the Director (delegate) will take into account the eligibility test 

set out below: 

a) the nature and extent of the overtime

b) whether the overtime has been directed and certified and whether the nature of

directions received means that the overtime must be done – that is, that it is

unavoidable and can only be performed by employees at that level

c) whether the extra duty is regular and excessive, compared with that worked by

employees generally at the same level, over a long period of time – that is, on a

continuing basis, as overtime is not usually paid for one-off special tasks

d) whether the extra duty is burdensome or unusually urgent

Departure from the agency 

Wherever possible, employees should reduce their flex credit to zero prior to leaving the 

agency.  

Where it’s not possible to reduce the flex credit due to operational requirements the Deputy 

Director may approve payment in lieu of flex credits up to a maximum of 37.5 hours. 

Where an employee separates from the agency with a flex debit, the debit will be deducted 

from the employee’s final payment. 

Overtime by non-rostered staff 

Employees in classifications at the APS 1-6 levels who are required or requested by their 

manager to work outside the bandwidth, or on weekends or public holidays, will be paid at 

overtime rates, in accordance with clause E17 of the EA.  

Overtime on a normal working day is only allowed outside the bandwidth, or where an 

employee is required or requested by their manager to continue work after they have 

completed nine hours of work on that same day (excluding lunch and other breaks). 

Where a part-time employee is required or requested by their manager to work extra duty 

outside their standard working hours, the provisions of clause E11 of the EA will apply. 

Where an employee who has a flex debit is requested to work overtime, they must eliminate 

their flex debit (using the overtime rate) before overtime is payable. 

An employee, with their Sections Heads approval, may prefer to take time in lieu (eg. flex 

leave) rather than receive payment for overtime. The time in lieu is taken at the same rate as 

the overtime payment, and is added to their flex credit. 

Where an employee is requested and agrees to work overtime and extra care dependent 

costs are incurred, the provision of clauses  I4 and I5 of the EA may apply. The estimated 

cost of the additional care must be declared to the manager beforehand. 
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Rest break 

Employees must not work more than five consecutive hours without taking a break of at least 

30 minutes. 

Employees are required to have a rest break of at least 10 hours, including reasonable 

travelling time, between ceasing duty on any day (or shift) and commencing work on the next 

day (or shift). Where such a break is not possible, the staff involved will be paid double 

ordinary time rates until they have such a break. 

Payment for weekends, public holidays and non-rostered 

days 

Where an employee is requested and agrees to work overtime on a weekend or public 

holiday, they will be paid for a minimum period of two hours at the appropriate overtime rate. 

Overtime is to be entered into timekeeper and should be approved by the Section Head 

(EL2) prior to employees working. Copies of approval are to be emailed to the HR Helpdesk. 

Overtime and Time off in Lieu (TOIL) rostered staff 

Where employees employed on a roster basis are required to work additional hours, they will 

receive overtime payments for all duty performed outside their rostered hours.  An employee 

may elect to accrue TOIL at overtime rates in lieu of overtime payments subject to 

operational requirements and approval of their Section Head.  

Where an employee ceases employment with OPH and their manager certifies that they 

were unable to access their time in lieu credits prior to ceasing, they will receive payment for 

their credits. This is due to the fact that TOIL is an exchange of overtime, unlike flextime. 

TOIL is to be entered into timekeeper as TOIL Overtime and should be approved by the 

section manager (EL2) prior to employees working. Copies of approval are to be emailed to 

HR Helpdesk. 

Meal allowance 

Meal Allowance is set out in Schedule 2 of the EA and is payable where an employee works 

more than two hours overtime duty on a weekday/normal rostered work day or more than 

five hours overtime duty on a weekend or public holiday. A further meal allowance will be 

payable for each additional period of overtime which exceeds five hours and where a meal 

break is taken. 

A Meal Allowance is not payable if the employee is provided with substantial food by the 

agency or in connection with their work for the agency.  

Approving flextime/TOIL 

Flextime/TOIL is not considered to be formal leave, but rather an approved absence during 

standard attendance hours.  
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Approval to utilise flextime leave is subject to operational requirements, taking into account 

personal circumstances. All attempts will be made by the manager to accommodate an 

employee’s request to use flextime/TOIL credits.  

Like all planned absences from the office, flextime/TOIL leave must be agreed in advance by 

the employee’s manager and can be taken in part or full days. 

Flextime/TOIL is recorded in Timekeeper and approved by the manager at the end of the 

pay fortnight. Managers and employees are encouraged to discuss flextime/TOIL leave 

requests with due consideration to both operational requirements and work-life balance 

commitments.  

Manager responsibilities 

Managers are responsible for monitoring the recording and use of flextime by: 

• forward planning and working with the employee to ensure the workload is

manageable

• promoting and modelling the use of flexible and balanced working arrangements

• assisting new employees in using the agency’s time keeping system

• checking and approving flex records fortnightly and monitoring flextime credit and

debit levels

• supporting employees to reduce flextime/TOIL credit when approaching their relevant

maximum limit by ensuring employees have adequate opportunity to access flextime

leave

• supporting employees to reduce flextime debit levels when approaching a debit in

excess of 10 hours

• notifying the Deputy Director when an employee has accrued in excess of 37.5 hours

flextime credit or 10 hours flex debit

Managers will be accountable if flextime/TOIL limits are exceeded and will be required to 

submit reasons in writing to the Deputy Director 

Employee responsibilities 

Employees are responsible for: 

• working effectively and managing their time

• accurately recording their working hours and any breaks on their individual timesheet

using the agency’s time keeping system

• ensuring their Timekeeper is certified and approved by their immediate manager at

the end of each pay period (fortnight)

Section Head responsibilities 

Section Heads are responsible for: 

• forward planning and endeavouring to ensure the work area is fully staffed to meet

work requirements and budget

• promoting and modelling the use of flexible and balanced working arrangements



Attendance Guidelines June 2021 7 

• the management of staff with flex credits in excess of 37.5 hours or in debit of more

than 10 hours

• monitoring the accrual of flextime of employees in the branch and where there is a

trend of excess credits, taking action to reduce excessive working hours in the

branch

Supporting material 

Old Parliament House Enterprise Agreement 2017-2020 

https://www.fwc.gov.au/documents/documents/agreements/fwa/ae425386.pdf



