
 
 

 

 
 
 
 
05 April 2011 
 
 
 
 
Freedom of Information Request - RFI20110315 
 
Thank you for your request under the Freedom of Information Act 2000 (the Act) received on 10 March 
2011, seeking the following information: 

 
With regard to BBC staff on Grades 2 to 11.  I note from a previous request (RFI20101299) that overtime 

appears to be only paid where a member of staff works more than their 160 contracted hours over a 4 

week period. 

 

In view of this: 

 

1.    Could you confirm whether or not the following scenarios would attract any enhanced pay, for any of 

the grades 2 to 11, if the scenario occurred before the member of staff had worked 160 hours within a 4 

week period.  

2.    If there is any enhancement to pay in these scenarios, what would this enhancement be? 

 

Scenarios 

 

a.    At less than 1 weeks notice, the member of staff is required to work on a weekend, which is not a 

bank holiday, when they are normally contracted to only work Monday to Friday 

b.   At less than 1 weeks notice, the member of staff is required to work on any day they would normally 

not be required to work. 

c.    The member of staff works on a weekend, which is part of their normal duty rota. 

 

 

 



 

The specific information you requested, where you ask us to confirm whether a number of scenarios which 
you outline above would attract enhanced pay and if so what that enhancement would be in each scenario, 
does not constitute recorded information held by the BBC. 

 

However I am happy to provide the following information which I believe will answer your question. 

 

Employee on grades 2-11 are contracted on differing arrangements in the BBC.  We make the assumption 
that the scenarios stated in your request are related to BBC Hours Conditions of Service, as they refer to 
employees working 160 hours over a 4 week period.  

Please find attached the BBC’s Conditions of Service for Hours Conditions staff, which outlines the 
different scenarios in which an employee may work and what the associated extra duty payments may be.    
 
However, please note that for employees who joined the BBC on or after 1st January 2008, Section 10 of 
the attached BBC Hours Conditions of Service document - Unpredictability Allowance - does not apply, as 
the unpredictability allowances were replaced by a Flexibility Allowance at this time.   
 
An employee on grade 2-11 would attract a flexibility allowance where it is anticipated that the nature of 
the role requires considerable flexibility.  The days and/or hours that the employee is required to work 
will, for the most part, vary according to the needs of the job and/or will be subject to short / no notice 
changes.  The flexibility allowance is currently 10% of basic salary for employees on BBC Hours Conditions 
of Service. 
 
I hope this response satisfies your request. 
 
Appeal Rights 
 
 
If you are not satisfied with this response, you have the right to an internal review by a BBC senior 
manager.  Please contact us at the following address: BBC Freedom of Information, Room 2252, White 
City, 201 Wood Lane, London W12 7TS, explaining what you would like us to review and including your 
reference number. 
 
If you are not satisfied with the internal review, you can appeal to the Information Commissioner, whose 
contact details are: Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, 
SK9 5AF, telephone 01625 545 700 or see http://www.ico.gov.uk/ 
 
Yours sincerely 
 
 
Rachel Currie 
BBC People 
 
 



 
 
 

CONDITIONS OF SERVICE FOR HOURS CONDITIONS STAFF 
  
 
1.  BASIC SALARY 
 
  The basic salaries for Hours Conditions staff, together with the Conditions of Service set out 

below, provide the total compensation for all the patterns of days and hours they may be 
required to work in order to perform their duties. The basic salary mainly reflects the job content,  
but it also covers any occasional need for a change in duty periods, and/or contact at home 
when off duty. 

 
 
2.  ACCOUNTING PERIOD 
 
  2.1  All hours will be calculated over an accounting period of 4 weeks' minimum duration.   
 
  2.2  An accounting period of more than 4 weeks may be negotiated or agreed locally.  

Where this applies, the calculation of hours and days will be increased pro rata. 
 
 
3.  BASIC HOURS 
 
      3.1  Staff may be required to work up to 160 basic hours of duty in each 4-week accounting 

period.  Authorised meal periods will count as working time. 
 
      3.2  These basic hours will be worked on not more than 20 of the 28 days in a 4-week 

accounting period or such number of basic duty days as is determined by locally agreed 
shift patterns.   

 
  3.3  All turns of duty will be continuous unless otherwise agreed locally. 
 
 
4.  MEAL BREAKS 
 
  Unless prevented by exceptional circumstances, or agreement to vary these provisions is 

reached locally, meal breaks will be scheduled or allowed on the basis that: 
 
  (i)  Staff will not be expected to work continuously for more than six hours without being 

given time and an opportunity to have a meal or refreshments. 
 
  (ii)  Normally one break will be allowed within each duty period of more than six hours, and 

two within a duty period of twelve hours or more. 
 
  The norm for one meal break scheduled in a turn of duty should be one hour; where two are 

scheduled a total of 90 minutes should be the norm. 
 
 
5.  LENGTH OF OFF DUTY DAYS 
 
  5.1  For all staff except those on a shift pattern, where off duty days are given, eight of these 

days in a 4-week accounting period will be defined as follows: 
 
    (i)  a single off duty day is defined as a minimum 34 hour period between turns of 

duty.   
 



    (ii)  where more than one off duty day is given consecutively, the period of 34 hours 
for the first day will be extended by a minimum of 24 hours for each subsequent 
off duty day. 

 
  5.2  For staff on a shift pattern, the duration of off duty days will be determined by the agreed 

rota. 
 
 
6.  PROTECTED DAYS OFF 
 
  6.1  The term "protected" means that staff can regard the days off defined in this way as 

being at their own disposal.  Working on any such days will be voluntary whether as a 
changed turn of basic duty or as an additional turn of duty. 

 
  6.2  In the case of monthly staff who are not being paid an Unpredictability Allowance, four 

pairs of protected consecutive off duty days will be nominated in each four week 
accounting period. 

 
  6.3  In the case of monthly staff who are being paid an Unpredictability Allowance at level 1, 

eight protected off duty days will be nominated in each four week accounting period.  As 
far as is practically possible staff will be given four pairs of consecutive days off in each 
four week accounting period.  Two consecutive protected days off should normally be 
provided in each 14 day period such that as far as possible staff will not be required to 
work more than 12 consecutive days without a break. 

 
  6.4  In the case of monthly staff who are being paid an Unpredictability Allowance at level 2, 

four protected off duty days will be nominated or provided in each four week accounting 
period.  These days will be scheduled, so far as is practically possible in pairs or with 
other off duty days. 

 
  6.5  These provisions will be increased pro rata for accounting periods longer than four 

weeks, which will be negotiated in the normal way. 
 
 
7.  CREDITING OF HOURS 
 
  In each 4 week or other accounting period staff will be credited, for pay purposes, with the 

following: 
 
  7.1  all completed hours and part hours of duty (rounded up to the next 15 minutes at the end 

of the accounting period) including meal periods, subject to a minimum of 4 hours for 
each duty turn (or longer where agreed locally in the light of operational requirements). If 
any duty hours are cancelled after 0001 on the day of duty, the hours scheduled for that 
day will be credited, but will not count for any calculation under 9(i) or 9(ii) below. 

 
  7.2  8 hours (or rostered hours for staff on a shift pattern) for each day of leave, release from 

duty, sickness on a previously scheduled duty day or other authorised absence from 
duty. In weeks where there is no schedule, 40 hours will be credited for each complete 
week of sickness absence.     

 
  7.3  8 hours for any day off necessarily spent away from base. 
 
  7.4  where staff work away from base: 
 
    (i)  all hours spent on authorised travel on duty; 
    
    (ii)  all hours by which their daily travelling time to the temporary work site exceeds 

their normal home to base journey time. 
 
 



8.  EXTRA DUTY 
 
      8.1  Staff may be required to work extra duty over and above their basic or rostered hours 

either as an addition (scheduled or unscheduled) to basic duty hours or as a separate 
turn of duty. 

 
  8.2  Extra duty is calculated as follows: 
 
    (i)  all hours credited under paragraph 7 in respect of the first 20 days which earn 

credits in a 4-week accounting period,  will be totalled.  Where the total exceeds 
the basic duty hours, the additional hours will qualify as extra duty. 

 
 
      
    (ii)  where 20 days with hours credits have been recorded, any hours credited on 

further days will qualify as extra duty. 
 
    Where longer accounting periods operate, the first 20 days will be extended pro rata. 
 
  8.3   All extra duty hours under 8.2 above will be aggregated, with all part hours under (i) and 

(ii) being added together and the resulting total being rounded up to the next 15 minutes.  
For each hour of extra duty, staff may choose either of the following; 

 
      (i)  payment at 1.5T (T= prevailing annual salary excluding L.W., divided by 1820, i.e. 

52x35) 
 
      (ii)  payment at 0.5T, plus compensatory leave at 1T.  Compensatory leave will 

convert to a payment at 1T if not taken within three months of the end of the 
accounting period in which it was earned, or when the member of staff changes 
department if earlier.  

 
 
9.  PREMIUM RATES   
 
  In addition to the credit of hours under paragraph 7 above, a payment will be made in the 

following circumstances: 
 
  (i)   Where other than on a rota, a continuous duty period ends 12¼ hours or more after 

starting, the first 15 minutes beyond 12 hours, plus all periods beyond that rounded up to 
the next 15 minutes, will qualify for payment at the rate of 1T per hour. 

 
      In the case of staff on a fixed or rotating shift pattern, hours over 12 will similarly qualify 

for payment provided that they also involve staff in working more than the number of 
originally rostered hours for that day.  (For example, staff rostered for 13 hours who work 
13½ hours would qualify for 30 minutes extra payment - not 90 minutes extra payment). 

 
  (ii)   Where the interval between the actual finishing time of one turn of duty and the actual 

starting time of the next is less than 10 hours, an extra payment of IT will be made for 
each hour by which the interval falls short of 10 hours (a part hour being rounded up to 
the next 15 minutes on each occasion and paid pro rata), except where, for staff on a 
fixed or rotating shift pattern, the break of less than 10 hours is built into the original 
rostered hours.  

 
 
10.  UNPREDICTABILITY ALLOWANCE 
 
  A continuing allowance will be paid to staff where, for more than half the working year, the 

pattern of their basic duty fits either of the following descriptions: 
 
  Level One  (10% of basic salary excluding London Weighting) 



 
  The days or hours of basic duty do not follow a fixed pattern, and either or both may vary in 

response to operational needs; changes necessary to accommodate operational needs will be 
made with as much prior notice as possible; and staff will usually be notified of, or be able to 
determine, their expected periods of duty at least fourteen days in advance (unless locally 
agreed otherwise). 

 
  Level Two  (20% of basic salary excluding London Weighting) 
 
  Neither the days nor the hours of work can be inferred from any predictable pattern, as they are 

closely tied to operational needs; it is frequently necessary for staff to be flexibly responsive to 
unpredictable circumstances; and any pre-determined duties will be liable to subsequent change 
with little prior notice, right down to hours being changed on the day.  Staff will usually be 
notified of, or be able to determine, any expected days or hours that are subject to a schedule, 
at least seven days in advance, unless locally agreed otherwise. 

 
 
 
11.  NIGHT WORKING 
 
  Where a duty period includes hours between midnight and 0600, staff will be eligible for extra 

payment for hours actually worked between these times as follows:- 
 
      Midnight - 0400   £m per hour ** 
 
             0400 - 0600   £n per hour ** 
 
  Part hours qualifying for payment under either rate will be rounded up to the next 15 minutes at 

the end of each accounting period and paid pro rata. 
 
 
12.  PUBLIC AND CORPORATION HOLIDAYS 
 
  12.1  In addition to the annual leave entitlement, all staff will be entitled to nine days' holiday a 

year (PHL's 1-9) which are tied to the Public and Corporation Holidays. 
 
  12.2  It is the intention that, unless actually required for duty, staff should be released in order 

to take their PHL's on the actual dates of the Public or Corporation Holiday. 
 
  12.3  Where staff work, or have booked annual or compensatory leave on a Public or 

Corporation Holiday; or where it coincides with staff taking an off duty day on a rota, they 
will be entitled to apply to take the relevant PHL on another date. 

 
  12.4  Where staff are released from duty, or are taking annual or compensatory leave on the 

Public or Corporation Holiday, or are taking a PHL on another date, they will be credited 
with 8 hours, or their rostered hours for that day.  Where staff work on a Public or 
Corporation Holiday, they will be credited with the hours actually worked. 

 
  12.5  In addition, if staff actually work on these days, a single payment of £p** for each day will 

be made for Christmas Day and/or Boxing Day (Christmas Day and/or New Years Day in 
Scotland), or any other two days agreed locally. 

 
  12.6  Where staff start to work to these conditions during the year they will be given a PHL for 

each remaining Holiday in the year. 
 
 
13.  INDIVIDUAL ASSIGNMENTS 
 
  Nothing in these conditions precludes local arrangements being agreed to cover the specific 

needs of individual assignments. 



 
 
14.  SUBMISSION OF CLAIMS 
 
  Staff are responsible for submitting any claims under paragraphs 8, 9, 11 or 12.  Such claims 

should be made as soon as possible after the end of the accounting period, in accordance with 
local arrangements.  Late claims will not normally be accepted. 

 
 
15.  ANNUAL LEAVE 
 
  All staff, whether full-time or part-time working are entitled to five weeks' paid annual leave each 

year.  Where hours are used as the basis for the calculation of leave, it should be noted that, for 
full-time staff, five weeks equates to 200 basic duty hours.  Arrangements on how annual leave 
is to be taken and administered are for local discussion and agreement. 

 
 
 
 
Conditions of Service 
 
Reprinted from original dated October 1991 
 
 
 
** The current rates can be found on Gateway at 
http://personnel.gateway.bbc.co.uk/sections/pay/additionaldays.htm  
 

http://personnel.gateway.bbc.co.uk/sections/pay/additionaldays.htm



