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[bookmark: _Toc124720123]Introduction:
The Company is committed to ensuring that all employees work within the legal limits on working hours and that they have the opportunity for rest and leisure time. This policy sets out our approach to working time management and outlines our responsibilities and expectations for all employees.

[bookmark: _Toc124720124]Scope:
This policy applies to all employees of The Company, including full-time, part-time, temporary and contract staff, as well as volunteers, interns, and any other person working on our premises or in connection with our operations.

[bookmark: _Toc124720125]Responsibilities:
The The Company management team is responsible for ensuring that working time regulations are adhered to and for ensuring that sufficient resources are allocated to meet our working time obligations.

The Human Resources Coordinator is responsible for the implementation and maintenance of this policy, and for providing guidance and support to employees on working time matters.

All employees have a personal responsibility to manage their working time in accordance with the regulations and to raise any concerns they may have about their working hours with their manager or the Human Resources Coordinator.

[bookmark: _Toc124720126]Working Time Regulations:
The Company will ensure compliance with the Working Time Regulations which include:

· A limit of 48 hours on average working time per week, which can be averaged over 17 weeks.
· A right to at least 11 hours rest between working days.
· A right to at least 24 hours rest per week.
· A right to a 20-minute rest break if the working day is longer than six hours.
· A right to 5.6 weeks of paid leave per year.

[bookmark: _Toc124720127]Record Keeping:
The Company will keep accurate records of all employees' working hours and will make these records available for inspection by the relevant authorities if required. These records will include the number of hours worked per day, per week and per year, as well as any overtime hours worked. The Company will also ensure that records of rest breaks and annual leave taken are kept.

[bookmark: _Toc124720128]Flexible Working:
The Company is committed to providing employees with the option to request flexible working arrangements. All requests will be considered on an individual basis, taking into account the needs of the employee and the requirements of the business.

[bookmark: _Toc124720129]Overtime:
The Company will ensure that all overtime is voluntary and that employees are not excessively working overtime. Overtime pay will be in accordance with the legal requirements.

[bookmark: _Toc124720130]Training and Communication:
The Company will provide all employees with the necessary information, instruction, and training on working time regulations and their rights to rest and leisure time.

[bookmark: _Toc124720131]Monitoring and Review:
The Company will regularly monitor and review its compliance with working time regulations and will make any necessary changes to ensure ongoing compliance.

[bookmark: _Toc124720132]Conclusion:
The Company is committed to ensuring that all employees work within the legal limits on working hours and that they have the opportunity for rest and leisure time. We will ensure compliance with the Working Time Regulations, including limits on average working time, rest breaks, and annual leave. The company will keep accurate records of working hours and provide options for flexible working arrangements. The company will also ensure that overtime is voluntary and will provide necessary information, training and support on working time matters. The company will regularly monitor and review its compliance with working time regulations and will make any necessary changes to ensure ongoing compliance.
