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Relevant Information 
 
Protection of Employees (Part Time Work) Act 2001 
 
Organisation of Working Time Act 1997 (http://www.irishstatutebook.ie) 
 
Employment Equality Acts (1998-2015) 
 
Equal Status Act (2000-2015) 
 
Disability Act (2005) 
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Glossary of Terms 
 

Permanent Part-time\ 
Reduced hours: 

An employee whose hours of work are less than the University’s 
full-time hours of work either on a weekly, monthly or annual 
basis.  
 
This policy does not apply to Occasional Staff engagements, 
Invigilators, Graduate Teaching Assistants or External Modular 
Lecturers. 
 

Temporary Part-time\ 
Reduced working hours 

An employee whose hours of work have been reduced 
temporarily by mutual agreement for a defined period of time.  
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Section One 
 
1 Policy Statement 
 

As an equal opportunities employer, the University is committed to developing and implementing 
policies and procedures that ensure the promotion of equality, including the facilitation of part-
time/reduced working hour arrangements. The University understands that people work best when 
they can balance their work responsibilities with their personal commitments; this policy aims to 
assist employees to achieve that balance while taking into account their contractual duties and 
responsibilities and the needs of the University. 

 
2 General Principles 
 

2.1 The University will carefully consider all requests for part-time/reduced working hours in line 
with the general principles set out in this policy.  

 
2.2 The approval, implementation and operation of the arrangements will be at the discretion of 

the University and subject to review. 
 

2.3 All requests will be evaluated in line with the operational requirements of the Department, 
taking into consideration the personal circumstances of the employee, with the need to 
ensure continued service delivery to both students and employees. 

 
2.4 In all cases, the decision as to whether a part-time working request may be granted will 

solely depend on the University being satisfied that the nature of the work which the 
employee is required to do is such that it can be undertaken effectively on a part-time basis 
and organisational efficiency will not be adversely affected by the arrangement. 

 
2.5 The University may also from time to time advertise part-time posts through open 

competition. 
 

2.6 Below is a non-exhaustive list of examples of the type of reasons an employee may wish to 
apply for part-time\reduced working hours on a temporary or permanent basis: 

 
• Return to work after illness; 
• Caring responsibilities for a period of time; 
• Further Education and training; 
• Facilitating employees with Disabilities.  

 
2.7 This policy does not affect an employee’s right to Parental Leave or any other statutory leave 

entitlements. 
 

2.8 The University will consider requests from employees who wish to transfer from part-time 
work to full-time work (including an increase to their reduced working hours) should the 
opportunity arise within their existing position. In addition, permanent part-time employees 
can apply through open competition for full-time positions as and when they arise in other 
departments across the University. 

 
2.9 If an employee is found to be abusing this leave, they may be subject to disciplinary action 

in line with the University’s disciplinary policy and procedures. 
 
  



 
 

6 
 

 
3 Eligibility 
 

3.1 Employees must have successfully completed their probationary period and have a 
minimum of one years’ continuous service. 

 
3.2 Part-time\Reduced working hours arrangements will normally be approved on either a 50% 

or 80% full-time equivalent basis. These two flexible working arrangements aim to maintain 
the operational needs of the University, ensure consistency across all arrangements and 
allow employees to have a better work/life balance. 

 
3.3 Where an arrangement is approved on an 80% basis, no replacement staff can be requested 

for the 20% reduction in hours by the Department, unless exceptional circumstances are 
presented to the University.  

 
3.4 Where an arrangement is approved on a 50% basis, a replacement post can be requested 

for the 50% reduction in hours. 
 

3.5 Vacancies that arise as a result of an approved part-time/reduced working arrangement will 
be filled in line with the University’s standard recruitment and selection procedures. 
Therefore, the commencement of the part-time working arrangement may be dependent on 
the successful filling of the vacancy. 

 
3.6 Staff who have an approved part-time/reduced working arrangements prior to this Policy 

being published, which varies from the 50% and 80% standard reduced working 
arrangements, will retain their work current pattern on a personal-to-holder basis. 

 
3.7 Requests to commence temporary part-time\reduced working hours arrangements will 

normally be approved for a minimum period of one year in the first instance and may be 
extended, on a once-only basis, for a further period of up to two years. 

 
3.8 Requests to commence permanent part-time\reduced working hours may be made at the 

end of the first year or up to the third year. 
 

3.9 Request to return to full-time employment can be made at the end of the first or up to the 
end of the third year.  

 
3.10 The University reserves the right to alter an employee’s working arrangements where 

organisational and operational reasons arise, following consultation with the employee. 
When this occurs, the employee’s personal circumstances will be taken into consideration, 
including a transfer to another Department to maintain their working arrangements. 

 
 
Section Two 
 
4 How to Apply for Part-Time\Reduced Working Hours  
 

4.1 If an employee wishes to apply for part-time\reduced working hours working or extend an 
existing temporary part-time working arrangement, they must submit an on-line application 
to their Head of Department or their nominee through the University’s Core HR Employee 
Self Service (ESS) portal.  

 
4.2 The Head of Department or their nominee will discuss the application in detail with the 

employee in terms of their personal needs and the University’s organisational and 
operational requirements for the purpose of assessing the potential feasibility of the 
requested part-time working arrangement.  

 
4.3 The application, together with a feasibility assessment of the requested part-time 

arrangement, will then be submitted by the Head of Department or their nominee to Human 
Resources via the Manager Self Service Portal (MSS).  
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4.4 Every effort will be made to facilitate a request for part-time\reduced working hours. 

However, final approval is at the discretion of the University.  
 

4.5 Although this is not an exhaustive list, the reasons why a request may not be approved 
include: 

 
• the work carried out by the employee is of such a nature that it does not lend itself 

to a part-time working arrangement; 
• the burden of extra costs and budget implications;  
• the inability to rearrange work among existing employees for 80% working 

arrangements;  
• a detrimental effect on service delivery;  
• existing flexible working arrangements within the department or unit;  
• the impact on skills balance and inability to recruit replacement staff.  

 
4.6 Following receipt of the application, Human Resources will confirm in writing to the employee 

and the Head of Department, ideally within 14 days, the outcome of their request.  
 

4.7 Where a request is approved, Human Resources will issue an appropriate amendment of 
the employee’s contract of employment. 

 
4.8 Where a request is not approved, Human Resources will inform the employee in writing of 

the grounds for refusal, and they will have a right of Appeal (See Section 6).  
 

4.9 Applications from Research Staff to reduce their working hours may be subject to additional 
approval from the funding agency. 
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Section Three 
 
5 Terms and Conditions 
 

5.1 An employee’s days and hours of work are stated in their contract of employment. For 
employees moving to a temporary part-time working arrangement, their contract of 
employment will be temporarily amended by Human Resources to take account of their new 
terms and conditions of employment.  

 
5.2 Human Resources will also advise the Payroll office and Pensions Officer of the variation to 

the terms and conditions of employment as a result of an approved part-time working 
arrangement. 

 
5.3 A part-time employee’s salary, statutory entitlements and contractual benefits (e.g. sick pay, 

maternity pay, etc.) will be pro-rated, based on a full-time equivalent. 
 

5.4 A part-time\reduced working hours employee will be eligible, and have access to, promotion 
and training and development opportunities. 

 
5.5 All employees are required to be flexible to meet the needs of the University and may be 

required to work additional hours. Each Head of Faculty, Department, Office or Unit will 
endeavour to hold meetings and provide training where reasonably possible within the hours 
of the part-time working arrangement, but it may be necessary for part-time employees to 
attend on non-scheduled days or outside their scheduled hours.  

 
5.6 Employees who have worked on a part-time basis for a minimum of one year will 

automatically revert to full-time work unless they request to have the arrangement extended 
for a further period, not exceeding two years.  

 
5.7 Where such an extension is granted, employees will, at the end of the approved period 

return to full-time work unless they request to have the part-time working arrangement 
approved on a permanent basis. 

 
5.8 In exceptional cases, (such as a significant and unforeseen change in circumstances), the 

University will consider a request from a part-time employee to revert to full-time work before 
the end of the temporary period. Such requests should be made with as much advance 
notice as possible as some arrangements will have a back-fill and this will allow an adequate 
notice period for the employee on a specified purpose contract linked to the temporary part-
time arrangement. 

 
5.9 A permanent part-time employee may apply for full time working arrangements through a 

recruitment and selection process. 
 

5.10 The University requires that all part-time\reduced working hours employees contact Human 
Resources in advance of taking up additional external employment. This is necessary to 
verify that no conflict of interest arises and ensure compliance with the Organisation of 
Working Time Act 1997 (insert link). 
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6 Appeals 
 

6.1 Where a part-time/reduced working hours request is not approved, or a decision is made to 
alter a permanent part-time working arrangement, the employee has the right to appeal 
against the decision within 14 days of it being notified by Human Resources. 

 
6.2 The appeal must be made in writing and will be reviewed by a Committee of the University, 

appointed by the President.  
 

6.3 The appeal should be held within 14 days of receipt of the written appeal where reasonably 
practicable and where an appeal cannot be considered within this timeframe, it will be 
scheduled to take place in as timely a manner as possible.  

 
6.4 The recommendation of the Committee will be sent to the President for his approval and 

confirmed in writing to the employee within 14 days of the appeal meeting taking place. 
 

6.5 The decision made on appeal is final. 
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