COLLECTIVE AGREEMENT BETWEEN OPENREACH AND THE CWU

FLEXIBLE ATTENDANCE PATTERNS FRAMEWORK 
1. Introduction
This document is a framework agreement between the CWU and Openreach.

The agreement provides the framework to establish new attendance arrangements for Openreach to thrive and prosper in meeting the needs of our customers and our strategic intention to grow and build new revenue streams.
The agreement covers all team members in Openreach although its application will differ across business units, geography and workstreams dependant on work volumes, type of work and customer facing requirements.

It supersedes all previous agreements on Attendance Patterns other than existing Shiftworking Framework arrangements contained in NewGrid and Nightworking Framework (formerly Network Operations - Framework for Night Working), which will be covered by existing premia arrangements.
Openreach will seek to operate this agreement transparently and will continue to work with the CWU to ensure the needs of the business are met, whilst genuinely taking account of the work life/balance and social, personal and domestic circumstances of our employees.
Full cognisance will also be given to the impact on Health and Safety of any changes to attendances. 
This agreement will require both Openreach and the CWU, at the appropriate level, to enter into timely and meaningful negotiations towards reaching agreement within determined timescales. Both parties recognise the need and desirability of change through agreement and commit to working meaningfully to fulfil this aim within the specified timescales.  
Openreach and the CWU jointly commit to reviewing this agreement 6 months after the initial allocation and thereafter on an annual basis. This review will include consideration of the appropriateness of the attendance and contractual changes set out in this agreement.
2. Individual Attendance Arrangements
In cases where, because of welfare, health personal or domestic circumstances e.g. caring responsibilities etc, a team member is unable to cover their allotted attendance pattern, agile working, flex or overtime consideration for an alternative pattern of attendance will be treated sympathetically by Openreach. With the consent of the individual an agreed solution will be sought between the appropriate CWU Branch and Openreach.   

There will also be a need to consider reasonable adjustments of attendance patterns for team members covered by the Disability Discrimination Act or the Managing Changing Capability process.
· Requests for personal and domestic attendance arrangements will be dealt with in accordance with Annex A (Personal and Domestic Circumstances) of this agreement.


· Team members, with the prior agreement of their line manager may swap attendances.


· Openreach recognises that from time to time individuals may not be able to be flexed on a particular day(s) and will take all reasonable steps to accommodate the individual’s wishes An individual’s request to be flexed off on a particular day will treated sympathetically.


· Movement at the behest of the individual or on promotion will require the individual to take on one of the attendance patterns of their new group. The principles of personal and domestic circumstances as outlined above will apply.


· Transferees into Openreach will, after negotiation with the CWU at the appropriate level, be allocated one of the attendances of their new group. The principles of welfare, health, personal or domestic circumstances as outlined above will apply. 


· Team members carrying out short term cover to a job in a higher salary range will take on one of the attendance patterns of the post being covered unless agreed in advance by the line manager.


3. Attendance Arrangements
The agreement provides a standard Attendance Pattern framework which will be implemented based on quantifiable or forecast business unit and workstream requirements. The scope and application of the Attendance Pattern framework will therefore vary across business units, geography, and workstreams depending on customer and business requirements
3.1 The Scheduled Working Week


The full time weekly hours per week remain unchanged at 36 net hours per week.

Scheduled attendance will cover Monday to Saturday, where necessary.
Sunday, Bank Holiday and Night attendance will be covered by existing premia arrangements as outlined within NewGrid as well as the 33% base salary Nightworking Premium. Volunteers will be sought if there is a requirement for attendance on Bank/Public Holidays.   
Attendance rosters will be built on a standard 36 hour working week or pro-rata for part-time employees. Attendances will be based over a 4, 5 or 6 day working week covering Monday to Saturday, or a combination of a 4 and 5 day working week. A 6 day working week will be voluntary for team members.

Exceptionally a 3 day working week may be considered where this fulfils a demonstrable business need, and complies with safety requirements and the Working Time Regulations.
Attendance for night working will be based on a 3 or 4 night working week, Monday to Friday. Volunteers will be sought if there is a requirement for night working over Saturdays and/or Sundays.   
There will be no compulsion for Part-timers or Job Sharers to increase their number of attendances per week and make the same number of attendances as their full time colleagues. Attendance arrangements should be applied pro rata unless the team member wishes to volunteer to depart from this arrangement.   
Attendance on any one day will be continuous (with the exception of call out arrangements). Subject to the mix of attendance patterns worked over a 4 or 5 day working week every effort will be made to ensure that at least two days off per week will be consecutive. 
3.2 The Working Day - Start and Finish Times

The span time within which attendance may be scheduled will be between Monday to Saturday and between 07.00 and 21.00 and 19.00 until 07.30 for 3 or 4 night working.
· Saturday Working - Where business requirements dictate team members will be required to work Saturdays as part of their normal scheduled working week. The number of Saturdays rostered in any year will not exceed 12, but where there is a genuine business rationale, and following meaningful negotiation and agreement with the appropriate CWU Branch(es), this may rise to a maximum of 18 in any year, using the governance as defined in section 4.2. 


· Evening Working - The number of attendances finishing after 18.00 hours will not exceed an average over a period of 1 in 4 unless agreed by the team member. The actual times of attendance will be determined in accordance with the governance set out in Section 4 which will take due regard of welfare, health, personal and domestic considerations. The aim will be to ensure that the requirements of the business are met and cause minimal disruption to the social, personal and domestic life of individuals who are required to work evenings.
· Pre Planned Working Flexibility - Where work for the scheduled working week can be pre planned and allocated in advance to the teams undertaking it, with the prior agreement of their line manager teams will be able to volunteer to alter their start or finish time up to a maximum of 4 hours for each scheduled day so as to reduce ineffective time. This will not be applicable in work areas which require singleton working. The standard working week will not exceed 36 hours (unless the attendance arrangement has uneven amounts of weekly hours) and all attendance patterns and schedules will comply with the Working Time Regulations.

· On the Day Flexible Working - Individuals will be expected to undertake flexible working on the day of up to plus or minus a maximum of one hour from the rostered end of day attendance time. Openreach will not schedule work to trigger flex. The flex will be operated to complete job(s) or task(s) that the team member could complete within the one extra hour, so saving ineffective time the following day and ensuring that customer commitments are completed on the day promised. Flex will also be used to reduce ineffective time at the end of the working day where there is insufficient work available, or insufficient time to complete the job because it will extend the working day by more than the one flexible hour available, or a need to reduce the balance of credit hours accrued. Team members will not be flexed at the start of the day or beyond 22.00 hours and the period between 21.00 and 22.00 will attract the night premium payment. Flex time may be carried from one week into another but accrued hours will not exceed plus or minus 6 hours. Team members will have visibility of the ongoing balance of accrued hours. Team members will attend work on each of their scheduled days and flex working will not attract any overtime or attendance premia (with the exception of the night premia as above). The key principle will be to operate on the day flexible working so accrued hours do not build up over a period of time and they are managed so that an individual’s flexible attendance balance is kept as close to zero as possible. In the event that a balance of accrued hours remains outstanding for a period in excess of 28 days agreement will be reached with the team member on how the balance of accrued hours will be speedily and efficiently managed down. 


4. Process/Governance for Changing Attendance Arrangements

4.1 Initial Implementation

· Meaningful and timely negotiations with the CWU, that work towards reaching agreement in implementing this framework agreement, will commence at the earliest opportunity. These negotiations will take place between Regional Director (or nominated lead General Manager) and the appropriate Branch(es) or for Service and Central Operations negotiations will be at national level with appropriate CWU Branch representation.

· Individual notice periods will be issued following agreement with the CWU and will not be less than 6 weeks. The end to end process timescale for achieving this initial implementation will be no longer than 10 weeks and individual notice periods will not be less than 6 weeks from the date of implementation of the attendance changes.
 
· In the initial allocation a preference exercise will be undertaken where team members will get the opportunity to state their preference as to the start and finish times and the preferred number of scheduled days they attend i.e. a team member currently working a 4 day week will continue to work this pattern, unless they volunteer and appropriate consideration will be given. Similarly in a preference exercise every effort will be made to allocate a pattern which contains rest days off to those team members who previously worked a pattern that contained rest days off (e.g. nine day fortnight or via the Flexible Working Hours Agreement ) without compromising the needs of the business and our customers’ requirements. 
· All team members, subject to the customer and business requirements of their business unit or workstream, will be expected to work a number Saturdays within their scheduled attendance arrangements. Where a team member for health, welfare, personal or domestic reasons can not work a Saturday and/or evening attendance, the issue will be resolved in accordance with the processes set out in section 2 of this agreement. 
· Within the initial implementation end to end process 10 week timescale the following steps will be taken:  

i. At the outset the information shared with the CWU will cover:
· the operational/business need for the change by workstream 
· the changes required to start and finish times, days and the number of proposed Saturdays together with the preferences being offered. All preferences will be bound by the Attendance Arrangements contained in Section 3.
· the range of skills required.
· booked team member annual leave
· the scope of the preference exercise. 
ii. The preference exercise will be completed. 
iii. Outputs of the preference exercise will be shared with the CWU and team members allocated their first preference where possible. Where it has not been possible for operational reasons for team members to have been given their first preference, Openreach and the CWU will discuss and seek to reach agreement on utilising team members’ other less preferred options to ensure customer and operational demands are met.

4.2 Ongoing Changes to Attendance Patterns 

· Once the initial allocation process has been completed all team members will be on the Flexible Attendance Patterns Framework.
· Where it can be demonstrated that attendance patterns in a business unit, geography or workstream will require minor changes, Openreach will provide the information set out in 4.1 above to the CWU at the earliest opportunity, and in the first instance volunteers will be sought. Where there are insufficient volunteers Openreach and the CWU will discuss and seek to reach agreement on the changes necessary to fulfil the required business need, without the need to conduct a preference exercise.

· In the above circumstances for ongoing changes, it is unlikely that team members will be expected to change the current number of days they attend, i.e. a team member currently working a 4 day week will continue to work this, unless they volunteer and appropriate consideration will be given. Similarly every effort will be made to allocate a pattern which contains rest days off to those team members who previously worked a pattern that contained rest days off, without compromising the needs of the business and our customers’ requirements. 
· The end to end process timescale for these changes will not normally exceed 6 weeks and individual notice periods will not be less than 4 weeks.

Exceptionally where the business need does require a significant change to start times or the number of scheduled days, Saturdays and evening attendances a preference exercise may be conducted in line with the steps set out in section 4.1 and the individual notice periods will not be less than 6 weeks. Openreach and the CWU recognise the need to manage necessary attendance pattern changes in a timely manner and commit to seek to reach agreement to deliver necessary changes with the overriding aim being to minimise the level of disruption for individual team members whilst ensuring business requirements are met.
5 Escalation Process

In the event of any matter not being resolved at business unit/workstream level between CWU Branches and Openreach the matter will be escalated to CWU Head Office and Openreach Employee Relations for immediate attention. Openreach and the CWU commit to seeking to reach agreement within one week of the escalation. 
6 Overtime and Agile Working

6.1 Overtime - When customer requirements dictate, and on the day flexible working cannot accommodate these requirements, team members can be required to work additional hours as overtime. The CWU at the appropriate level will be consulted and volunteers will be sought in the first instance. In these circumstances overtime maybe up to 12 hours per week. This will be determined by business need and is not guaranteed overtime. Where overtime can be pre-planned, then individuals will be given as much notice as possible with a minimum of 24 hours and volunteers will be sought. Overtime will be allocated in a non discriminatory manner subject to skill, geography and business demand.  

6.2 Agile Working - Team members may be asked to work at any location in the UK based on business need. Volunteers will be sought in the first instance. If team members are required to stay away from home overnight Openreach will undertake to provide 1 calendar week’s notice. Standard NewGrid terms and conditions will apply. Working away from home is normally for 12 consecutive days of work (e.g. Monday Week 1 through to Friday Week 2) and limited to 4 months in a 12 month period. Should these limits need to be varied for specific customer requirements, Openreach will provide the CWU with this rationale and, where there are  insufficient volunteers to meet this requirement, Openreach and  the CWU commit to national negotiations which seek to reach an agreement within a maximum of 4 weeks to deliver this customer required change. 
7 Changes to Parameters


It is envisaged that at the time of this agreement the majority of our customer and business needs can be met by the parameters contained in this agreement. However, where, in the future, there is a demonstrable business need within Openreach, to extend the requirements beyond these limits then Openreach and the CWU commit to national negotiations which seek to reach an agreement within a maximum of 4 weeks to deliver the customer required change. Where such negotiations are necessary they would cover the requirement to extend the number of Saturdays rostered per year, and/or increase on the day flexible working to up to plus or minus two hours, and/or increase the average number of attendances over a period finishing after 18:00 to up to 1 in 3. 
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Annex A (to main agreement)

PERSONAL AND DOMESTIC CIRCUMSTANCES

Overview

This document is intended to provide clear guidance to both managers and team members in dealing with requests relating to attendance and Personal and Domestic Circumstances (P&D). The guidance in this document complies with BT policy and procedure

It is recognised by Openreach that some individuals will need to work an attendance pattern that is different to that scheduled by the business for social, personal and domestic reasons. However, it is important that such requests follow a fair and consistent process that considers the needs of both the business and the individual.

Guidance for Occasional Changes to Attendance Patterns and/or Flex:

The attendance pattern framework stipulates that:

· Team members, with the prior agreement of their line manager may swap attendances.

Therefore, this is the initial option in responding to specific P&D circumstances. Swaps should normally take place with people on the same roster pattern and be between people with the same skills and within a reasonable travelling distance of each other. Swaps must not incur any overtime or additional premia payments.

Example of a swap could be the need to attend a parents’ evening or similar event at school, or to attend a sports event or fixture. The team member would be expected to have provisionally agreed the swap with a colleague prior to approaching the line manager/Control/Resourcing Team, depending on business unit and local processes, to confirm the request. The request to the line manager/Control/Resourcing Team should normally be made not less than 2 working days’ prior to the day of the proposed swap.

· Openreach recognises that from time to time individuals may not be able to be flexed on a particular day(s) and will take all reasonable steps to accommodate the individual’s wishes.   

Requests not to be flexed for a specific day, should be used where personal needs require and as much notice as possible of this request should be provided, with notice normally being not less than 2 working days. The line manager/Control/Resourcing Team will treat such requests sympathetically and seek to agree the request taking account of business and customer requirements. It is important that the line manager/Control/Resourcing Team applies a fair and non discriminatory approach when dealing with all requests. 

Guidance for Longer Term Requirements for Attendance Pattern Changes

The attendance pattern framework stipulates that:

· In cases where, because of welfare, health personal or domestic circumstances e.g. caring responsibilities etc, a team member is unable to cover their allotted attendance pattern, agile working, flex or overtime consideration for an alternative pattern of attendance will be treated sympathetically by Openreach. With the consent of the individual an agreed solution will be sought between the appropriate CWU Branch and Openreach.      

In these circumstances the line manager will need to consider all the facts in detail before reaching a conclusion. If there is a view that the attendance pattern should be changed then the proposed alternative will need to be authorised by the appropriate Layer 5 Manager, taking account of any discussions that have taken place with the appropriate CWU Branch, before any changes take effect. All P&D roster patterns within Openreach should be for as short a period as possible and will normally be reviewed every thirteen weeks.

As part of the discussion seeking to accommodate an individual’s request alternative options should be discussed and may be proposed. Discussions with an individual to accommodate a P&D circumstance should seek to arrive at a mutually agreeable outcome, 

It is important that the individual provides their line manager, at the earliest opportunity, with a clear overview of any personal and domestic circumstances and the associated impacts. The team member should consider providing any supporting documentation or other information to make clear the potential impacts. This information is intended to enable the line manager to have a clear view of the P&D situation and so work with the individual to explore and consider potential solutions. 

If a line manager is unsure and needs support in managing the request he/she in the first instance should discuss with their Layer 5 manager. The Layer 5 manager may seek advice from the HRBP or the Attendance Roster Management Team.
Where agreement with the individual to accommodate their personal and domestic circumstances cannot be reached discussions should take place with the local CWU Branch in an attempt to secure an agreed conclusion.
In the event of the request not being resolved at business unit/workstream level between CWU Branches and Openreach the matter will be escalated to CWU Head Office and Openreach Employee Relations for immediate attention. Openreach and the CWU commit to seeking to reach agreement within one week of the escalation. 

BT Policy and the Law

Any P&D requests relating to ‘carer responsibilities’, should be dealt with under current legislation which gives employees with parental responsibilities the right to make a request for flexible working in order to help care for children age 16 or under (under 18 for children with disabilities) and those with caring responsibilities for an adult.

Prior to employees exercising their rights under this legislation they are expected to initially approach their line managers more informally, to see if they can agree a pattern of working that is beneficial to both themselves and Openreach. Individuals can then, if they wish, enlist the support of their local CWU branch in seeking an acceptable solution.

The flexible working procedure in BT is compliant with the law. This means that the application has to be set out and responded to in a certain way.

The full detailed process can be found at:

http://humanresources.intra.bt.com/index/fairness/eadiversity/atb-home/atb-fworking/atb-marffworking.htm
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