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1. Introduction

The Council recognises the need to develop modern working practices that enables employees to maximise their performance and productivity, whilst maintaining a good work life balance.  We also need to make better use of our buildings, the space, facilities and technologies to deliver our services.  This will also help us to significantly contribute to the financial savings that the Council has been asked to make.

Agile working is a way of working which provides employees with the capability of working effectively anywhere across the authority, in any building, at home and on the move.
This new way of working along with the associated technologies will enable our employees to work in any number of ways if the service needs are met.

The Agile Working Policy sets out a framework within which work style arrangements can be developed and could include mobile and remote working, hot-desking and home working, to ensure the most appropriate workplace locations are utilised.
2.  Scope
This policy applies to all Council employees who regularly require an office environment to work or touch down.  It applies to all Council office accommodation across the authority.
The scope of agile working will vary according to job role and the main considerations are the impact on service delivery and employee wellbeing. 

Agile working is different to flexible working and a separate Policy covers this.  This policy does not cover requests from employees which affect their contract of employment.  Flexible working requests should be considered under the Right to Request Flexible Working Policy.

This policy does not apply to school based employees.

Any proposal to introduce agile working will be mutually agreed between the line manager and employee. All parties must recognise the needs of the organisation, the employee’s role and the needs of a client or customer group.
3.  Work Style Categories
The following four categories will be used to determine which posts are appropriate to each work style:
(a)
Fixed Desk
These individuals require a fixed desk because of unique IT (e.g. particular layout of screens or job function), or physically they are required in one place for their role.  It is assumed that these individuals would need a fixed PC.

(b)
Agile/Laptop
These individuals will require some form of office base but can work from multiple locations.  It is assumed these individuals will have some form of IT, such as laptop and smartphone (if needed).

(c)
Agile PC


These individuals can work from multiple desks, but do not require the agility of laptop etc.

(c)
Field/Base
These are individuals who require a base for contractual purposes but may be out and about all the time.

4.  Key Considerations
It is the joint responsibility of Assistant Directors, line managers and employees to reach an agreement on the ‘category’ of agile working that will apply.  

There is no one size fits all approach that can be applied across the Council.  It is essential that managers and employees alike enter into the spirit of agile working within the constraints of normal service provision.  
It must be remembered that the final decision on agile working will be based on the impact it has on the service.  So, although all employees have access to agile working, the outcome for each individual may not be the same.

All working arrangements will be in line with the agile working principles.
5.  Agile Working Principles
Agile workers:
· Will be treated in the same way as fixed desk workers

· Must adhere to all Council policies and procedures
· Will apply the clear desk procedure
· Must be contactable between the Council’s normal working hours or within the bands of the flexible working hours scheme, whichever is applicable

· Must agree with their line manager the most appropriate working arrangements and communication methods to best suit the job

· Should make use of available technologies, e.g. email/skype
· Must meet agreed measurable objectives, outcomes and/or expectations 
· Should ensure that appropriate environments and locations are chosen for carrying out any work
· Are required to attend meetings, training and other events as required in the performance of their duties

· Will receive appropriate management support to ensure service delivery and employee wellbeing.
· Must not see agile working as creating any specific new right or obligation to work from home although some home working may create benefits for both the organisation and employee.

The above principles of agile working must operate based on trust.  Any abuse or misuse of agile working may result in disciplinary action.
6.  Allocation of Desks per Team/Department
Once a team/department has determined the work styles for each employee and these have been approved/agreed, desks will be apportioned using the desk allocation ratios above.  A hot desking area/zone will be provided adjacent to the team/department for employees to use should all the team/department desks be in use.
7.  Hot Desking/Touch Down Facilities
Hot desking involves multiple employees using a single physical workstation or desk during different time periods.

Each Council building will have a number of hot desks available that are set aside for agile workers, these will in most cases be in a general area unless defined within zones.  Each desk will be equipped with a desktop computer/laptop docking station and telephone.
Workstations can be pre-booked at specific locations using the Council’s Microsoft Outlook Calendar in the same way as booking a meeting room.  
The clear desk protocol will apply to all employees across the Council including those using hot desks.  At the end of the working day no paperwork/ documents/ files etc should be left on them.
In respect of all desks, these should not be personalised as to discourage the open use of space by employees. Agile desks should encourage free use as necessary.
8.  Zoning
In relation to the zoning of work areas, this will be initially at the discretion of Assistant Directors, however, for consistency these should be placed through the Project Working Group to ensure that teams of specific size and nature are correctly zoned.

It is suggested that teams with less than 10 employees are not zoned, however, Assistant Directors within the existing plans should indicate how they feel zoning should be undertaken.
Zoning may apply for many reasons, including confidentiality, work function and/or business need.

9. Kitchen Areas / Dining
A number of break out areas will be designated for lunch during specific times.   Eating at desks will be permitted and dealt with on a common-sense basis.  Break out /work areas should be left clean and tidy after use.  Lunch time will coincide with the flexible working hours scheme, i.e.12 noon to 2 pm.

Employees are encouraged to use the available space in a considerate way.

10. Storage
Storage facilities will be limited, however personal lockers will be provided to store items at your regular base.  All materials are to be stored in the department’s allocated filing system or scanned to electronic filing systems or returned to off-site storage where possible.
Personal lockers will be personal space, however, they should only be used for work related matters and may be, as necessary, opened should the need arise.
11.  Home Working Expenses
There will be no reimbursement for any personal costs including utility costs where employees work from home as part of agile working. 
12.  Travel Expenses
To achieve the benefits of agile working, it is important to manage and limit the time travelling.

All employees will have a designated base location which is their normal place of work.  Claiming travel expenses will not change under agile working.  Employees will not submit mileage claims when they are required to visit their designated base.  Claims will only be paid when an employee’s journey exceeds the mileage they would have travelled on the journey to and from the designated based.
13.  Car Parking
The charges paid by employees who have an allocated car park space will not change under agile working.  Although the Car Parking Policy may at any time be subject to review.
14.  Equipment
All employees who are agile workers will be provided with the necessary equipment and software required to perform their work at required locations.

Equipment provided for agile working will remain the property of the Council and must be returned to the Council when no longer required.

Line managers and employees should keep a record of the equipment issued.
Agile workers will be responsible for taking adequate steps to ensure the security of council equipment.  They must ensure that they comply with the Council’s Mobile Devices Acceptable Usage Policy.  Personal confidential information held on electronic devices such as lap tops, mobile phones, encrypted memory sticks must be held securely regardless of location.  

15.  Information Security and Confidentiality

Employees are personally responsible for the security of the data they keep in paper and electronic form and for their transportation to and from different locations/work areas.  

Confidentiality must be maintained always.  Employees should be aware of their work environment when dealing with confidential matters.   Employees must not leave sensitive or confidential materials unsecured, all confidential paperwork/documents/files etc. must be securely stored.
The Council’s Information and ICT Security Policy is comprised of many key policies in relation to information and data security and emphasises the importance of managing security risks.
16.  Data Protection

Sefton Council fully endorses and adheres to the Principles of Data Protection. The Council will therefore aim to ensure that all employees, elected members, contractors, agents, consultants, partners, external agencies or other servants of the council who have access to any personal data held by or on behalf of the Council, are fully aware of and abide by their duties and responsibilities under the Act. 

Individual employees will be responsible for understanding this Policy and ensuring that Requests for Access and other Data Protection related issues in their own department are handled in compliance with this policy. 

17.  Insurance
Agile workers must ensure that they have the appropriate vehicle insurance when undertaking travel for work purposes.  Further information is provided in the Car Mileage Policy (vehicle mileage guidelines).
Computers, telephones and other items of equipment supplied by the Council for agile working will be covered by the Council’s insurance policy.  All reasonable costs associated with lost or damaged equipment will be covered and replaced, except where employees are found to have been negligent.  In this instance, the employee may be required to pay for the replacement on a like for like basis.

18.  Health and Safety Risk Assessment
All employees are expected to work safely in compliance with the Council’s Corporate Health and Safety Policy.

The Council has a legal responsibility to ensure the health, safety and welfare of all employees to ensure risk assessments are completed for the work that they do.  Employees who work agilely have responsibilities in the same way as any other employee and must continue to take reasonable care of their own health and safety and maintain a safe working environment.

A risk assessment questionnaire must be completed by all individuals who will be undertaking agile working. 
The following health and safety documents give guidance to line managers and employees on the health and safety issues involved in agile working:

· Corporate Health and Safety Policy
· Risk assessment standard
· Hazard toolkit - Homeworking
· DSE Policy
· Car Mileage Policy - Vehicle Mileage Guidelines
19.
Reasonable Adjustments
Individuals may have issues in terms of medical conditions/reasonable adjustments in terms of the working model.  In the first instance, the general scheme will be subject to appropriate health and safety assessment, and these should anticipate any general issues that may exist.  

Specific issues that may exist with individual employees should be picked up in the layout document and it is suggested at the employee consultation stage that these issues are raised when layouts and/or facilities are made available to employees.  These matters can also be discussed through the Trade Union Working Group.

The Equality Act 2010 provides that people must not be discriminated against on the grounds of disability, and it places a duty on employers to make reasonable adjustments to physical features of the workplace, or to work arrangements, to prevent any disadvantages which a disabled employee may otherwise suffer.  Guidance can be provided from the Health Unit.
20.  Equality Impact Assessment and Monitoring
The operation of this policy will be monitored for its impact on different staff groups in line with the Equality Act 2010.  This will enable the Council to assess whether there has been an adverse impact on a particular group, so that further action would be required.  
21.  Monitoring and Review
Not all agile working arrangements will be successful, either from the service point of view or the individual’s point of view.   Structural changes may also require job roles to be revised. Any agile working arrangements will be open to review at any point.
All agile working arrangements should be monitored and reviewed formally as part of the performance review and development process. Trade Unions will be actively part of any consultation in assessing impact and providing views.
This policy should be read in conjunction with:
ICT Acceptable Use Policy
The policies, procedures and supporting material available with the Data Protections and Information Handling section of the intranet.  

Social Media Policy
Data Protection and Confidentiality Policy
Risk assessment standard
Clear desk procedure
Lone Working standard

