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1. INTRODUCTION  

Annualised hours systems provide a way of organising working time by contracting with staff to 
work an agreed number of hours per year rather than a standard number each week. The actual 
number of hours worked by a member of staff during the week will then be “flexed” to match 
workload requirements.  As well as hours being varied week to week, they may also be varied 
seasonally and/or according to fluctuation of service demands. Annualised hours are used to 
match attendance of staff to the periods when they are most needed by services. 

 
Fluctuations in hours reflect the often uncertain patterns of demand for services such as in an 
acute hospital. Annualised hours working can offer a flexible and efficient way of deploying staff 
by matching staffing levels more closely with variances in workload. For staff, annualised hours 
working offers greater flexibility and the opportunity to better manage working hours to allow 
individuals to tailor the time they spend at work and at home. For employers, in time this can 
lead to reductions in staffing costs through efficient allocation of staffing levels and the reduction 
of overtime costs or use of agency or bank staff.  

 
Under more traditional working arrangements, the demand for services may result in overtime or 
premium rates of pay at busy times or overstaffing when demand is low. With annualised hours, 
a yearly staff plan is drawn up in advance so that staff know when they are expected to work on 
a regular basis. 
 
2. BENEFITS OF ANNUALISED HOURS SYSTEMS  

2.1 Flexibility and staff and employer satisfaction 

This is one of the primary reasons for implementing an annualised hours system. For 
staff, annualised hours working can offer the opportunity to better meet the demands 
of working life with time at home better matched to individual need. The ability to vary 
hours of work across the day, week, month or year means that employers are able to 
match workload with staff availability. 
 

2.2 Staffing / Workload  Matching 

Significant amounts of staff time can be lost as a result of mismatches between 
required and actual staffing. Traditional 9-5 work patterns or roster arrangements 
which may have rosters drawn up one month in advance may not match service 
demands on a weekly, monthly or annual basis. Onwards, staffing rosters may have 
to be changed frequently in order to cope with unpredictable and fluctuating patient 
needs, resulting in disruption to staff members and considerable nursing and 
management time spent on re-arranging rosters and trying to find staff to cover 
additional shifts. 
 
Mismatches of staff time to service demands tend to be less pronounced in areas 
where patient or service demands can be predicted reasonably accurately.  
Increases in observation levels can however cause issues in relation to staff skill / 
gender mix which may result in unpredictable staffing needs.  Difficulties of 
mismatches of staff time to workload are more widespread than solely in ward 
settings and annualised hours working may be beneficial in support services, 
administration and other clinical disciplines. 
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2.3 Reduction of Overtime and On Call Costs 

Where on-call systems are operated, they may be scheduled too far in advance to 
predict fluctuations in service demands and may not allow sufficient flexibility in 
meeting peaks of need.  This can result in resources being wasted and extra costs 
being incurred when staff are not needed, or can result in having insufficient staff on 
call at times when there is an urgent need for them. Staff costs may be better 
controlled through the flexibility offered by annualised hours working by reducing the 
cost impact of staff deployment decisions, particularly those associated with 
“inappropriate” use of bank staff, overtime, and time owed to existing staff.  

 
2.4 Effective Patient Care 

The use of annualised hours could improve the effectiveness of patient care and 
increase patient satisfaction by ensuring that appropriately qualified staff and 
services are available at the right time, in the right place and that staff experience 
greater satisfaction in meeting the needs of those patients as a result of being able to 
better meet their own needs to have an appropriate work-life balance. 

 
2.5 Organisational Change 

Annualised hours systems are sufficiently flexible to accommodate changes in 
working times and arrangements, and may be effectively introduced to redesigned 
and reconfigured services as well as to existing services, bringing benefits to both 
staff and patients. The system may be useful where an overall reduction of staffing is 
required. 

 
2.6 Reductions in Absenteeism 

It has been documented that lower absenteeism and sickness have resulted due to 
improved flexibility for staff, affording them the opportunity to better match their hours 
worked/off to their home needs. 

 
2.7 Effect on Pay 

Staff are paid the same monthly salary throughout the year regardless of the exact 
number of hours they work each month. 

 
 

3. DISADVANTAGES OF ANNUALISED HOURS WORKING 

3.1 Development of an Annualised Hours System 

The diversity of approach which comes with increased flexibility means that it is 
unlikely that any one model of annualised hours working can be offered as a 
blueprint. Staff, their representatives and managers in any one area will have to 
identify the best solutions to their own staffing requirements and tailor the design of 
their annualised hour’s system accordingly.  

 
3.2 Removal of Overtime Payments 

The removal of overtime payments may mean a cut in total pay for those staff that 
depend heavily on overtime working.  Enhanced payments could be consolidated 
into the annual salary.  
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In addition, for many staff, annualised hours working offers the security of a 
guaranteed amount of salary, reduced working hours, pre-set holidays and sensible 
breaks between the hours worked. 

 
3.3 Developing the System 

Developing the system requires accuracy and significant effort.  Very accurate work 
scheduling is essential as absenteeism could lead to difficulties in service delivery. 
Therefore, robust assessments need to be made before implementation of a 
scheme, of workflows, demand patterns and efficiency. 

 
3.4 Staff, Colleague and Manager Perceptions  

Staff who do not fully understand the concept of annualised hours may have some 
doubts about the scheme and about those participating in it. To this end it is essential 
that documents are provided to staff, representatives and managers explaining the 
purpose and working of the scheme. 
 

4. IMPLEMENTATION 

Due to the impact that the implementation of annualised hours may have on service delivery 
within The State Hospital, any proposed implementation of annualised hours working would 
require agreement by the head of the department and it is essential that plans to introduce 
annualised hours working are developed in conjunction with a Trade Union/or Professional 
Organisation representative from the earliest possible stage.  

 
5. FORMAT 

The State Hospitals Board recognise the need to ensure all stakeholders are supported to 
understand information about how services are delivered. Based on what is proportionate and 
reasonable, we can provide information / documents in alternative formats and are happy to 
discuss with you the most practical and cost effective format suitable for your needs. Some of 
the services we are able to access include interpretation, translation, large print, Braille,  tape 
recorded material, sign language, use of plain English / images.  
 
If you require information in another format, please contact the Involvement and Equality Lead 
on 01555 842072. 
 

Key Stakeholders Consulted (y/n) 

Patients N/A 

Staff Y 

TSH Board N/A 

Carers N/A 

 
 
6. MONITORING, REVIEW AND EVALUATION 

This policy will be monitored, reviewed and evaluated every two years by the Partnership Forum 
taking into consideration legislative changes and developments in good practice to ensure it 
meets the needs of all employees. 
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          APPENDIX 1 

The State Hospitals Board for Scotland 

APPLICATION FOR ANNUALISED HOURS WORKING 
 

Section A: Employee details PLEASE COMPLETE THIS FORM IN BLOCK CAPITALS (using black 
ink) 
 

 
First Name:…………………………………………………………………. 
 

Surname…………………………………………………………….……… 
 
Pay No.: …………………………….. Band/Grade:……………………. 

 
Contracted hrs:……………..             Contact Ext.:…………………..  
 

Job Title:………………………………Work Location:…………………………………….… 
 
NHS Start Date:………………………… 

 
Home 
Address:…………………………………………………………………………………………………………….… 

 
………………………………………………………………………………………….. 
 
 

 
Section B: Application 

 
 

Describe your current working pattern including hours of work (e.g. shiftworker, Monday – Friday worker) 
 
………………………………………………………………………………………………………………….. 

 
Number of hours per year requested ………………………………… 
 

Pattern of work requested 
…………………………………………………………………………………………………………………. 
 

I would like this request to start from …………………………………………… 
 
Impact of new work pattern 

Please give details of how you think working annualised hours will affect your department 

………………………………………………………………………………………………………………….. 

…………………………………………………………………………………………………………………. 

Accommodating the new work pattern 
How do you think this could be managed / resolved? 
 

………………………………………………………………………………………………………………….. 

…………………………………………………………………………………………………………………. 

Signature …………………………………………….   Date ……………………….. 
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Section C: Line Manager Authorisation 
 

 
Date written application received………………………………………. 
 

Date of letter sent to employee confirming receipt …………………..  
 
Date of meeting to discuss application ………………………………...  

 
Application granted Yes / No 
 

If granted, payroll change form completed          Yes / No 
 
If not granted, reason 

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

……………………………………………… 

Date of letter sent to employee advising of decision …………………………………… 

Manager’s signature …………………………………………Date …………………….. 
 
Print Name …………………………………………………...       
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APPENDIX 2 
The State Hospital              

 The State Hospital 
 Carstairs 

 Lanark  
 ML11 8RP 

 Telephone 01555 840293 

 Fax 01555 840024 
 
   
 

 
 
<Employee Name> 

 

 
Date                    

Your Ref   
Our Ref              
 

Enquiries to        
Direct Line          
E-mail                 

 
 
 

 
   
 Dear  

 
Confirmation of Receipt of an Annualised Hours Working Application Form 
 

I confirm receipt of your completed Annualised Hours Working Application Form dated 
________________________________. 
 

I will arrange a meeting with you within 28 days of the date of your application in order to discuss it with 
you. In the meantime you may wish to consider whether you wish to be accompanied at that meeting by a 
Trade Union/or Professional Organisation representative or a colleague. 

 
Please let me know, as soon as possible, if you will be accompanied in order that I can include your 
representative in the arrangements for the meeting. 

 
Yours sincerely, 
 

 
 
 

 
 
 

 
 
 

 
 

 
 
 

The State Hospitals Board for Scotland 
Carstairs, Lanark ML11 8RP 

 

Chair Terry Currie 

Chief Executive James Crichton 
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APPENDIX 3 
The State Hospital The State Hospital 

 Carstairs 
 Lanark  

 ML11 8RP 
 Telephone 01555 840293 

 Fax 01555 840024 
 
   

 
 
 

<Employee Name> 
 

 

Date                    
Your Ref   
Our Ref              

 
Enquiries to        
Direct Line          

E-mail                 
 

   

 Dear  
 
Confirmation that Annualised Hours Working Application has been Declined 

 
Following our meeting on ________________________________ at which we discussed your application 
to work annualised hours, I have now considered your application and regret that I am unable to 

accommodate your request for the following service/operational reason(s):  
 
[insert one or more valid reasons as listed at section 2.7] 

 
This (these) reason(s) apply in the circumstances because: 
 

[The line manager should also explain here why any other work patterns that may have been discussed 
at the meeting were inappropriate.] 
 

You have the right to appeal against this decision by completing the attached Annualised Hours Working 
Appeal Form, clearly stating your grounds of appeal and sending this to HR within 14 days of receiving 
this letter. 

Receipt of your Appeal Form will be acknowledged in writing and a hearing to consider your appeal will 
be held within 14 days of receipt of your appeal form. 
You will be notified of the outcome of your appeal within 14 days of the appeal hearing. 

 
Yours sincerely, 
 

 
 
 

 
 
 

 
 

 
  

The State Hospitals Board for Scotland 
Carstairs, Lanark ML11 8RP 

 

Chair Terry Currie 

Chief Executive James Crichton 
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APPENDIX 4 

 
The State Hospitals Board for Scotland 

ANNUALISED HOURS WORKING APPEAL FORM 
 

Section A: Employee details PLEASE COMPLETE THIS FORM IN BLOCK CAPITALS (using black 

ink) 
 

 

First Name:…………………………………………………………………. 
 
Surname…………………………………………………………….……… 

 
Pay No.: ……………………………..  
 

Contact Ext.:………………….. 
 
Job Title:……………………………… 

 
Department:…………………………………….… 
 

Work Location:…………………………………….… 
 
 

 
Section B:  
 

 
I wish to appeal against the decision not to allow my application to work annualised hours.  I am 

appealing on the following grounds: 

……………………………………………………………………………………………………………………….. 

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………. 

 

Signature …………………………………………Date …………………….. 

 
Print Name …………………………………………………...       
  
 


