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Legal Basis 
Legislation specific to the subject of this policy document 

Section Act (title and year) 

All  Working Time Regulations 1998 (amended 2003) 

Other legislation which you must check this document against (required by law) 

Act (title and year) 

Human Rights Act 1998 (in particular A.14 – Prohibition of discrimination) 

Equality Act 2010 

Health and Safety at Work etc. Act 1974 and associated Regulations 

Employment Rights Act 1996 

The Police Regulations 2003 

Other documentation which you must check this document against 

Document 

College of Policing – Code of Ethics 

Norfolk and Suffolk Constabularies’ Standards of Professional Behaviour 

College of Policing – Authorised Professional Practice 

1. Summary of changes 

1.1 This is new joint policy. 

http://www.legislation.gov.uk/ukpga/1998/42/schedule/1/part/I/chapter/12
http://www.legislation.gov.uk/ukpga/2010/15/contents
http://www.hse.gov.uk/legislation/
https://www.legislation.gov.uk/ukpga/1996/18/contents
https://www.legislation.gov.uk/uksi/2003/527/contents/made
https://www.app.college.police.uk/code-of-ethics/
https://intranet.norfolk.police.uk/sites/PSD/ACU/PublishingImages/Forms/DispForm.aspx?ID=14
https://www.app.college.police.uk/
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2. Introduction 

2.1 The Working Time Regulations (WTR) were introduced in 1998 (Amended 
2003) and include basic entitlements regarding breaks and time-off and 
limitations on the organisation of working time.  They seek to protect the 
health and safety of individuals by restricting working hours any ensuring 
they receive appropriate breaks. 

3. Aims 

3.1 The purpose of this policy is to provide guidance and information on the 
application of the WTR in Norfolk and Suffolk Constabularies. 

4. Statement of Policy 

4.1 The Constabularies are committed to ensuring this policy complies with 
relevant legislation and that consultation has been undertaken with all 
relevant staff groups. Unless we have expressly stated that a policy is 
contractual (for police staff), all our policies and procedures are non-
contractual. We can change them at any time following consultation with 
UNISON and/or Federation as applicable. Our policies may also be 
periodically updated to reflect changes in legislation and police regulations. 

4.2 All of the Constabularies’ policies promote equality, eliminate unlawful 
discrimination and actively promote good relations regardless of a person’s 
sex, age, race, disability, sexual orientation, gender reassignment, 
marriage or civil partnership, pregnancy and maternity, religion or belief. 
Managers have a specific responsibility to ensure the fair application of this 
policy and all police officers and staff are responsible for ensuring its 
success. 

4.3 The Head of People has overall responsibility for the effective operation of 
this policy and for ensuring compliance with the relevant statutory 
framework. Day-to-day responsibility for operating the policy and ensuring 
its maintenance and review has been delegated to the HR Manager (Policy 
and Reward). 
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5. Roles and Responsibilities 

Role Title Responsibilities 

Individuals The individual is responsible for: 

• recording their working time on the Duty 
Management System (DMS) in accordance with 
policy. 

• If individuals have any concerns in connection with 
their working time they should raise it with their line 
manager at the earliest opportunity. 

Line Managers The line manager is responsible for: 

• Monitoring and managing working time to ensure 
adequate rest periods are built into shift patterns 
and that the weekly average hours over the 
reference period is not exceeded. 

• Ensuring any individual has signed an opt-out 
agreement if they wish to undertake additional 
employment and expect that their cumulative hours 
worked may exceed the average weekly limit under 
the WTR.  

• Where individuals are voluntarily exercising their 
right to work excess hours, reviewing the effect and 
impact upon the individual from a health, safety and 
welfare point of view. 

• Ensuring the policy is applied fairly. 

 

6. Definition of Working Time 

6.1 Working time is defined as any period during which an individual is carrying 
out their duties or activities for the Constabularies; or any period during 
which they are receiving relevant training or any other period which is 
agreed under a relevant workforce agreement.   

On-call Waiting  

6.2 This is time spent away from work (at home etc) waiting for calls back to 
duty/back to work.  This is not working time. 

On-call Working  

6.3 As soon as an individual receives a call to attend the workplace for duty, or 
are contacted for advice or decisions on work, this shall be working time (as 
well as the duration of the period of work caused by the on-call).  If an 
individual receives a call to attend for duty later that day, the point from 
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which they leave home is counted as working time.  Each period of on-call 
working time will be calculated to the nearest 15 minutes.   

Work Related Travel 

6.4 Time spent travelling between home and an individual’s usual place of 
work, is not considered to be working time.  The only exception to this is if 
the travel is related to on-call when it shall be classed as working time.    

6.5 If an individual is required to travel to a meeting or required to work from a 
location other than their usual place of work, then any time spent traveling 
in that day in excess of their normal daily commute shall be classed as 
working time.   

6.6 Please see Travel Guidance for some working examples to assist with this.  

6.7 A small number of Police Staff who work for the Constabularies are 
considered to be dual workers, meaning they have two usual places of 
work.  Dual worker status can be confirmed by completing a questionnaire 
which can be provided by the payroll team.  If an individual is defined as a 
dual worker then any travel between home and either workplace would be 
considered to be commuting time and cannot be undertaken in work time. 

Work Related Functions 

6.8 Time spent attending work-related functions when required to attend as part 
of duty including travel time shall be working time. 

Training 

6.9 Any period during which an individual is receiving relevant training, 
including travel time, when training is conducted away from the normal 
place of work, and the individual is authorised to attend, shall be regarded 
as working time. 

Work Related Duties 

6.10 Time spent undertaking duties connected to roles with UNISON or as a 
designated First Aid representative shall be regarded as working time.  

Working from Home 

6.11 Time spent working at home, where authorised, will be recorded as working 
time.   

7. Maximum Working Week 

7.1 In line with the WTR, the time worked per week by an individual should not 
exceed 48 hours averaged over a reference period of 17 weeks (average 
working week). 

https://intranet.norfolk.police.uk/SupportDocuments/Travel%20Guidance.docx
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7.2 Working time includes normal contracted/duty hours plus any additional 
hours worked. 

7.3 In the event of the average working week potentially being exceeded, steps 
should be taken by the line manager to review the individual’s pattern of 
work to ensure that the WTR is not breached. 

7.4 In the event that a local solution in reviewing the pattern of work is not 
feasible the matter will involve consultation with Human Resources and 
Federation or UNISON where applicable. 

8. Night Working 

8.1 For the purpose of this policy night time is defined as the period between 
2300 hours and 0600 hours. 

8.2 A night-worker is defined as an individual who works for at least three hours 
at ‘night time’ irrespective of the shift pattern actually worked. Anyone who 
works at ‘night time’ on one in three shifts or more will be a night worker, 
whereas someone who works nights only occasionally, or only on an ad 
hoc basis, will not normally be a night worker.  

8.3 Night work should be limited to no more than 8 hours each day on average 
over the 17-week reference period. Individual shifts are not precluded from 
being over 8 hours, unless the work involves special hazards or heavy 
physical or mental strain. Work will come into this category if it has been 
identified as such through a risk assessment which shows a significant risk 
to health and safety and in consultation with UNISON/Federation. 

8.4 All night workers are entitled to a health assessment prior to starting night 
work and on a regular basis thereafter.  This will be undertaken by the 
Constabularies’ Workplace Health, Safety and Wellbeing department. 

8.5 Any individual experiencing any difficulties arising from night work may be 
referred to Workplace Health, Safety and Wellbeing. 

9. Rest Breaks 

9.1 There are three different types of rest break as follows: 

In-work rest breaks (Police Staff) 

9.2 A member of Police Staff under the WTR is entitled to a rest break of at 
least 20 minutes if they work for longer than six hours a day.   

9.3 In practice, Norfolk and Suffolk Constabularies’ employment contracts 
provide for a longer break of a minimum of 30 minutes.  For Police Staff on 
fixed shift patterns or flexible working agreements, the in-work rest breaks 
may be variable dependent on the length of each shift.   
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9.4 Although in-work rest breaks are not compulsory under the WTR for Police 
Staff working less than six hours a day, all staff in the Constabularies are 
encouraged to take an appropriate break.  

9.5 Police Staff are entitled to take their rest break away from their 
workstation/workplace and the break must be taken in working time rather 
than at the start or end of a working day.  Police Staff may not forgo breaks 
in order to leave work early or come in late. 

9.6 All in-work rest breaks for Police Staff are unpaid. 

In-work rest breaks (Police Officers) 

9.7 Police Officer in-work rest breaks are paid and vary dependent on the 
length of the shift.  These will be taken in accordance with Police 
Regulations (which comply with the Working Time Regulations). 

Daily Rest Breaks (Police Officers and Police Staff) 

9.8 Individuals are entitled to a rest period of not less than 11 consecutive hours 
in each 24-hour period.  

Weekly Rest Periods (Police Officers and Police Staff) 

9.9 Individuals are entitled to an uninterrupted rest period of not less than: 

• 24 hours in each seven day period; or 

• Two uninterrupted rest periods of 24 hours in each 14 day period; or 

• One uninterrupted rest period of not less than 48 hours in each 14 day 
period. 

9.10 An individual should not normally be on call/stand-by during their weekly 
rest period.  

10. Compensatory Rest 

10.1 It is vitally important that individuals are enabled and encouraged to take 
their rest breaks. If due to exceptional operational demands an individual is 
required to work during a period which would otherwise be a rest break their 
line manager shall wherever possible allow them to take an equivalent 
period of compensatory rest at the earliest opportunity as follows: 

• If an in-work rest break is missed compensatory rest should be made 
available during the same shift/working day e.g. by leaving work early. 

• If a daily rest break is not able to be taken the equivalent compensatory rest 
break should be taken within the next seven days. 
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10.2 If Police Staff are unable to take their weekly/fortnight rest day this should 
be reallocated. For Police Staff this Time Off In Lieu (TOIL) should usually 
be taken within a two-week period.  Police Officers will be informed of the 
reallocated rest day within four days in accordance with Police Regulations. 

10.3 Compensatory rest should not be accumulated. 

10.4 Where an individual has not been able to take their rest period entitlement 
it is the joint responsibility of the individual and their manager to assess and 
notify any health, safety or welfare issues.    

11. Secondary employment, Special Constabulary and Voluntary 
Work 

11.1 Any individual is required to seek permission from the Constabularies prior 
to undertaking secondary employment, whether paid or voluntary and must 
make an application in accordance with the Business Interests and 
Additional Occupations policy. 

11.2 Consideration should be given to the WTR in terms of complying with the 
maximum working week, plus daily and weekly rest periods, particularly for 
individuals who have an authorised secondary occupation. If the proposed 
or likely cumulative working hours will exceed the WTR maximum, the 
individual may wish to consider reducing their working hours below the 
maximum weekly limit or signing an opt-out agreement.  

11.3 The Constabularies may under their duty of care enquire as to the nature 
and pattern of working hours of any additional occupation or business 
interest. If there is any concern that excessive hours or work pattern affects 
either health, welfare or work performance of the individual, the 
Constabularies may take appropriate measures to restrict or prohibit the 
additional working time of the secondary occupation.  

11.4 Special Constables are required to inform their main employer of their hours 
worked in this capacity. Where Special Constables are also employed by 
the Constabularies as Police Staff, they may elect to opt out of the WTR. 

11.5 Where Police Staff take on a zero hours role with the Constabularies in 
addition to their main occupation, they may also elect to opt out of the WTR. 

12. Young Persons 

12.1 There are different working time provisions for workers under 18 years of 
age. Managers should in such situations consult the Shared Service 
Transactional Centre for guidance. 

13. Exclusions 

13.1 There may be occasions where owing to the specific characteristic of the 
police service the WTR do not apply.  This may arise when there is an over-

https://intranet.norfolk.police.uk/Policies/BusinessInterestsandAdditionalOccupations.pdf#search=business%20interests
https://intranet.norfolk.police.uk/Policies/BusinessInterestsandAdditionalOccupations.pdf#search=business%20interests
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riding public necessity to work in a manner which may inevitably conflict 
with the regulations (e.g. exceptional, unusual or unforeseeable events or 
circumstances beyond control of the Constabulary). 

13.2 In such circumstances, Police Officers will not be able to refuse to attend 
duty even if they are close to breaching the weekly average hours etc.  After 
an initial crisis period normal planning would be expected to resume and 
the WTR re-applied.   

 


