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1. Policy statement 

1.1 The City & County of Swansea recognises the need to develop modern 
working practices that enable employees to maximise their performance 
whilst maintaining a good work life balance.  Agile working is the term used to 
describe how employees can work flexibly from any location, whether it is 
from a Council building, in the community, from home or any combination of 
these.  The expectation from the new work styles is that productivity will 
increase. 

1.2 The Council is seeking to strike a new balance between employees work 
commitments, the amount of accommodation needed and the faster pace of 
personal and working lives.  

1.3 The Council expects both managers and encourages employees to identify 
opportunities where working in a different way can be successfully 
implemented and maintained, either for groups of employees or individuals, 
in order to improve organisational and individual performance so that 
services to the public can be enhanced and costs potentially reduced. 

1.4 This Policy outlines the ways employees can work flexibly from any location, 
whether it is from a Council building, in the community, from home or any 
combination of these to achieve these aims. 

1.5 This Policy provides a framework for consistent and fair practice on the 
issues to be taken into account when considering agile working 
arrangements. 

1.6 If you are in doubt about any aspect of this policy please consult Human 
Resources. 

 

2. Scope 

2.1 The Policy applies to all employees within the City and County of Swansea 
and any third parties working in a Council building or workplace.  

 

2.2 The Policy does not apply to: 
 

 Elected Members 
 Staff directly employed by schools 

 

2.3 The nature of agile working will depend on the job undertaken and 
considerations will include the impact on customer access to services. 

 
2.4 This Policy covers all agile working arrangements and there is an expectation 

that hot-desking will apply.  Hot desking means that employees will have 
access to desk space and IT equipment, though the same desk/equipment 
may be used by other employees. Hot desk workers will not have a fixed 
workstation. 
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3. Benefits of Agile Working    

3.1 The benefits of smarter working can include: -  

 employee retention,  
 increased productivity  
 reduced costs of accommodation and other overheads.  
 work life balance opportunities 
 flexible working 
 improved work environments and productivity 
 greater collaboration within and between Directorates 

4. Criteria to be used for Agile Working Arrangements 

 
4.1  Each post will be considered individually by the manager according to the 

potential impact on the service area, including consideration of client needs 
and the effect on work colleagues. 

 
4.2  The manager will determine which work style the role could fit in to.  Based 

on business needs and the identified work styles, the manager will make a 
decision on what work style is appropriate. 

 
4.3  The following will be taken into account: 
 

 The effect on ability to meet client demand 
 The ability to organise work among existing employees 
 The impact on work quality or performance 
 Planned structural changes to sections/departments 
 The rotas of individual sections/departments 
 Whether the job can only be carried out in an office environment 

(hot desking will always be considered). 
 Performance related issues (performance must be at least 

maintained or improved. 
 

4.4  A flowchart and checklist are provided in Appendices 1 and 2.  The flowchart 
is used to identify the category of agile worker in conjunction with the 
checklist. This process should be followed for each member of staff. 

 

5. Agile Working Work Styles  

 

5.1 The different ways in which agile working can be undertaken are dependent 
on the demands and needs of the Council.  The categories of agile working 
are: 

 
 • Mobile Worker  
 • Flexible Worker   
 • Static Worker  
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5.2  Exact considerations for each category of worker are outlined in this Policy 
and it is recognised that there may be certain posts within the Council that 
could be in more than one of the working categories 

6. Mobile Worker 

 
6.1 An employee whose work style requires flexible working from any location and 
 as a consequence this method of work is not tied to a physical location. 

6.2 The main aspect of the employee’s job involves visiting other Council locations 
and/or client sites around the Authority.   

6.3 Mobile Workers are able to work from a variety of locations, which may include 
Council and non-Council sites or from home.  Employees who operate in a 
mobile manner will also have access to hot desks in the same location as their 
service area and across Council buildings if they require them and/or work 
from home on an occasional basis.   

6.4  The assumption is that a mobile worker will spend approximately 50% of each 
day working away from the office requiring parking at the building for periods 
of up to but no longer than  4 hours at a time. 

 
6.5 All employees will have a defined fixed base for the purposes of the City & 
 County of Swansea Car, Travel and Subsistence Policy  

7. Flexible Worker  

 
7.1 An employee whose work style may require ad hoc flexibility in order to 

conduct their role efficiently. This work style will vary in degree and will be 
dependent on an employee’s job role profile. 

7.2    Defined flexible workers of the City and County of Swansea will not have a 
fixed desk location unless exempt under section 6.  

7.3 This will mean that there will be fewer desks than there are employees and 
there will be a requirement to share desks and IT equipment to carry out their 
work.   

7.4 To support this, the Council will adopt a “clear desk” policy.  This means no 
work or personal items are to be left on desks at the end of use. 

7.5 Each section within the Council will be assigned a “zone” area of desks and 
employees will be assigned to carry out their work within a particular zone. 

7.6 If at any time there are no available desks within an employee’s assigned 
zone, available desks in another zone may be used.  This will be managed on 
a “first come, first sit” basis and it may be the case that employees are 
required to sit in an alternative zone even when desks are occupied by other 
employees not assigned to their zone.  In the unlikely event that there is no 
available desk space, employees will be able to work from other areas with 
WIFI access i.e. the canteen until a desk becomes available.  All employees 
must respect the confidential and sensitive nature of work carried out across 
the Council when working in a zone that is different to their assigned zone.   
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7.7 Employees work will be kept in storage units within their “zone” area.   

7.8 Secure lockers will be available to store personal items. 

7.9 As an alternative to sharing desks, employees may be permitted to carry out 
work from home or from other locations i.e. mobile working in line with Section 
4.   

7.10 The decision to work from home or from other locations (such as other Council 
buildings i.e. depots etc.) must be approved by the Head of service or Line 
Manager in discussion with the employee and taking into consideration normal 
service provision.   In certain circumstances the Council may exercise the right 
to require employees to work in a different way.  The Authority already has a 
Home Working Policy. 

 

8. Static Worker -  (Exceptions) 

 

8.1 An employee whose work style requires them to spend the majority of their 
time in a fixed location i.e. in the office. 

8.2 The Council recognises that there will be employees who due to the nature of 
their role will be required to be in a fixed location for the majority of their time 
and will not be able to share a desk.   Managers will identify these employees 
and allocate a static desk location out of their allocated desk ratio and final 
sign off will be required by the relevant Head of Service.  

8.3 Static Workers will adhere to a clear desk policy and keep the desk clean. Any 
static desk may be used by any member of staff if not in use by that static 
worker, however, special regard will be given to adapted workstations.  
Employees should not keep any personal belongings on a static desk e.g. 
photos when they vacate the desk at the end of the day. 

8.4 Where there are static workers, managers must ensure that the maximum 
ratio of desks remains 4 to 5 (Full time equivalent) employees.  For example 
where there is a team of 10 people, 8 desks will be allocated.  If 3 people need 
their own static desk and are allocated a static desk, the remaining 5 desks 
must be shared amongst the 7 team members.  Whilst the current strategy is 4 
desks to 5 (Full time equivalent) employees this could be revised as future 
demands change.  

 

9. Principles of the Policy  

9.1 No employee of the City and County of Swansea will have a static desk 
location (unless exempt under section 6).  The Council’s current strategy is 
that there will be 4 desks to 5 (Full time equivalent) employees. 

9.2 The nature of an employee’s working pattern will depend upon the job 
undertaken and considerations will include the impact on access to services 
by citizens and employee welfare.  

9.3 Where there are groups of employees doing the same job, each employee will 
be treated consistently so that they have the same entitlement. 
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9.4 There should be no adverse effect on the level and quality of service to the 
public/council/employee or team. 

9.5 There should be added benefits to the public, council and employees. 

9.6 The work style chosen must be compatible with the amount of face-to-face 
contact and direct supervision required. 

9.7 The work style encourages greater levels of empowerment and responsibilities 
on employees. 

9.8 There must be clear objectives and measurable outputs, which are set and 
regularly reviewed between manager and employee. 

9.9 Costs of the new work style should not be beyond the level that is expected to 
maintain a comparable post in the office. 

9.10 There should be no increase in workload for colleagues as a result of an 
employee working away from a team base.  

9.11 There should be no adverse effect on the employee’s health, safety or 
wellbeing. 

9.12 Arrangements must be put into place to protect confidential and personal 
information including that held on remote devices and at home. 

9.13 Effective and secure communication arrangements with home/remote workers 
must be maintained. 

9.14 Supervisory responsibility does not automatically exclude employees from 
consideration to be a flexible worker  

9.15 The application of this Policy should not result in a loss of grade or be seen as 
a loss in status or damage career prospects. 

10. Responsibilities of Managers 

 
10.1  It is the responsibility of managers to promote agile working and determine 

the work styles of agile worker that will apply to a post.  They will give careful 
consideration to the various work styles and make sure they have considered 
all of the necessary information in order to determine which work styles the 
post could fall into.  Consideration of the business needs will allow a final 
decision to be reached on the category.  A flowchart and checklist is provided 
for this purpose (Appendix 1 and 2). 

10.2 It is the responsibility of Managers to promote and support Agile Working. 
Managers must act sensitively and treat all employees fairly.  Confidentiality 
must be promoted. 

 
10.3  The manager will be responsible for making arrangements for regular 

meetings, providing support for employees and ways of measuring work 
output for all categories of smarter worker. 
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10.4 Performance Management.  Managers must agree, with their employees, 
measurable outcomes and what constitutes effectiveness for their service 
areas. This should cover issues such as productivity, quality of work, service 
standards and timeliness.  These will need to be considered and reviewed by 
the manager at regular periods. Managers must (as a minimum) complete an 
annual PDR (and six-monthly review) and hold regular team/one-to-one 
meetings with staff to manage performance. 

 
10.5  Training and Career Development.  An employee’s career development 

and training opportunities should not be adversely affected by their working 
arrangements.  It is the manager’s responsibility to ensure that employees 
receive the appropriate training to their work style, e.g. time management. 

10.6 Health and Safety.  Managers must ensure: 

 They make themselves aware of and comply with the Authority’s 
Corporate Health and Safety Policy and relevant subordinate 
health, safety and wellbeing policies regardless of their working 
arrangement  

 Employees complete the Display Screen Equipment (DSE) e-
learning training via the Council’s intranet 

 Within the scope of reasonable and practical monitoring, health, 
safety and wellbeing is not compromised  

 If an occasional working at home arrangement is having an 
adverse impact on an employee’s health, safety and wellbeing 
then the manager will withdraw permission and refer the employee 
to the Occupational Health and Wellbeing Unit 

10.7 If the employee’s health condition or impairment is likely to be within the 
scope of the Equality Act 2010 the manager will ensure that a written risk 
assessment is undertaken to identify and implement reasonable adjustments 
within the workplace ensuring that those adjustments assist the employee to 
carry out their role.    

 All usual roles and responsibilities of Heads of Service in relation to Health 
and Safety apply to this Policy. 

 

11. Responsibilities of Employees 

 
11.1  Although staff, working from a location other than the office, do not 

necessarily have to work normal office hours, it is essential to plan and agree 
a work programme with their manager, to ensure the rest of the team and 
clients are able to contact them.  The hours of work should be agreed with 
the manager in advance, allowing employees who are using their homes to 
work in to have the right to privacy out of hours and to be able to separate 
their working and home lives.  Variation of the agreed working pattern must 
be agreed with the manager in advance.  Salary enhancements for working 
outside normal working hours, weekends and Bank Holidays will not be paid 
where these have been jointly agreed or undertaken at the employees own 
choice. 
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11.2  Requests to change hours of work i.e. to part time job-share, full time etc., 
will be treated in the usual way i.e. employee to put proposed changes 
request in writing addressed to their Line Manager who should follow the 
existing approval process for that service/section.  In this case, the Flexible 
Working Policy should be referred to. 

 
11.3  Employees must be willing to engage in problem solving and troubleshooting 

to ensure that the agile working arrangement works effectively.  Both 
managers and employees are responsible for maintaining good working 
relationships and are responsible for ensuring that once established, the 
arrangements continue to work effectively and are reviewed on a regular 
basis. 

 
11.4  It is expected that meetings (e.g. supervision) will continue to take place at 

the office base.  Managers can also request employees to attend meetings at 
different venues or attend the office during normal working hours. The 
employee is obliged to attend these meetings unless agreed with the 
manager in advance.  For personal safety reasons, meetings with people 
who use services should not be held, under any circumstances, at the 
employee’s home. 

 
11.5  The Council’s Management of Absence Policy will apply and the employee 

must ensure they comply with the Policy. 

11.6  Employees must take rest breaks during the working shift.   The Regulations 
state that an employee working more than 6 hours a day is entitled to take a 
minimum 20-minute unpaid break (30 minutes for employees under 18).  
Employees should take these breaks if possible away from the workplace / 
work station.  The break should be during the working shift, not at the 
beginning or end.  

 

11.7 Employees must: 

 Clear desks at the end of the working day and leave them clean 
and tidy for other people to use 

 Be considerate – other people will be using the facility so should 
replace general stationery items if they become depleted. 

 Visit the office as required, for planned events, (e.g. team events, 
meetings) or unplanned occasions (e.g. cover for absent team 
members, a surge in workload in the office, etc). 

 Ensure that all council equipment is kept secure and out of sight 
from the public. 

 Ensure that all council information/data is kept secure and 
confidential and that they understand the Council’s policies and 
Staff Data Storage and HR & Data Protection.  In particular, any 
portable storage device must be encrypted, laptops must not be left 
unattended, e.g. in a car, and where unavoidable paperwork must 
be transported securely 

 Never use their own devices for the storage of data or documents 
related to council business.  

 Ensure diaries / Outlook calendars are maintained and kept up to 
date  
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 Remain contactable  
 Ensure their contact number is made available so colleagues are 

able to leave messages 
 Understand that they are accountable for all acts of compliance and 

non-compliance 
 Be mindful of where they are working in relation to Health and 

Safety and security 
 Risk assess their working arrangements and in particular do not use 

laptops / tablets for extended periods in non-compliant positions, 
e.g. looking down onto the screen   

11.8 Anyone using an adapted workstation as a hot desk must ensure that either 
the equipment settings are returned to their original setting if they are 
changed. 

11.9 Under this Policy all employees have the same health and safety 
responsibilities as all other employees and must take reasonable care of their 
own safety and maintain a safe working environment. 

11.10 It is the employee’s responsibility to work safely and report any hazards or 
risks to their manager, including reporting any defects that arise in the 
equipment provided.  Employees must: 

 Complete the Display Screen Equipment (DSE) e-learning training 
via the authority’s intranet and other training that is identified.  

 Leave the work station clean and tidy at the end of each day 
 Comply with all corporate & health, safety and wellbeing policies 

and procedures.  Complete any relevant health and safety forms 

12.  Applying the Policy 

 
12.1  The Agile Working Policy will apply to all employees, managers will use the 

flowchart and checklist to determine the work style of agile worker that will 
apply to posts.  This will ensure that all the issues are considered before a 
decision is made. 

 
12.2  The decision on which agile working category an employee falls into will be 

based on the impact it has on the service.  Although all staff have access to 
the same process, it may not result in the same outcome for all employees 
even if they are carrying out a similar job.  A variety of factors need to be 
taken into consideration and their impact on different service areas may not 
be the same.  These factors are outlined in 12.3 below.  

 
12.3  Employees unhappy with a decision should discuss this with their manager.  

If an agreement cannot be reached, the employee will have the right to 
request a review which will be made by their Head of Service. The final 
decision will rest with the Director. 
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13. Travel Expenses 

 
13.1  An employee’s designated base must be agreed with their manager and 

used in relation to mileage claims.  The office base is an important distinction 
for travel expense purposes. The following will apply – 
 If an employee’s work style is classed as a static worker, the base 

will be where the static desk is located 
 If an employee’s is work style is classed as a flexible worker, the 

base will be where the core service area is located.   
 If an employee’s work style is classed as a mobile worker, the 

base will be where the core service area is located. 
 

13.2  It is important that all employees manage their travel and limit it in order to 
achieve the environmental benefits of agile working.  Where possible, ICT 
should be used to reduce the need to travel. This can include conference 
calling, video conferencing and web conferencing.  

 
13.3  The Council will not reimburse any expenses for travelling or time taken to 

travel to the office location of the employee’s service (service office base). 
Expenses will only be paid for travel in excess of the employee’s home to 
service office base or first call as for all other Council staff.  Travel time 
between the employee’s home and the service office base is not 
reimbursable. 

 
13.4  If employees are required to attend a Council facility other than the service 

office base, for example for a training course, then employees will be entitled 
to claim any costs in excess of the cost of travelling to the service office 
base, on the same basis as other employees are entitled to claim. 

13.5 The principles of the Council’s Car, Travel and Subsistence Policy will apply.  

14. Review of Agile Working Arrangements 

 
14.1  At the instigation of the manager or employee, any agile  working 

arrangements will be open to review at any point but should be reviewed on 
at least a six-monthly basis (in line with the employee’s PDR). 

 
14.2  If problems arise, it may be necessary to terminate the arrangement as soon 

as reasonably practicable but within a maximum of four weeks. If necessary, 
the employee will revert back to the previous working arrangement or as 
near to the previous working arrangement as possible. 

15. Property Risks and Liability Insurance 

 
15.1  Computers and other items of equipment provided by the Council as part of 

agile working arrangements will be covered by the Council’s insurance 
policy.   
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15.2  Employees have a duty of care to take all reasonable steps to safeguard 
equipment from loss or damage.  Valuable objects, such as laptops should 
not be left unattended e.g. in vehicles.  Failure to keep equipment or 
information secure will be considered a very serious matter and could result 
in disciplinary action being taken. 

 
15.3  All employees should be aware of the need to log work undertaken outside of 

their normal working hours. In the event of an accident, it is important to be 
able to ascertain whether an employee was working or not for insurance 
purposes.  Whilst this is a matter for all employees it may be of particular 
relevance to home and mobile workers. 

 
15.4 Employees are required to make available to their manager the following 
 documents: 
 

1. Driving Licence Certificate of Insurance 
2. Valid MOT Certificate (Vehicles over 3 years old) 

 
15.5 Employees must report any loss or damage to Council equipment 

immediately to their line manager. 

16. Health & Safety Risk Assessment 

 
16.1  The manager must consider the health and safety implications of any agile 

working arrangement. 
 
16.2  It is the employee’s responsibility to take reasonable care for their own health 

and safety and that of others who may be affected by their work activities. 
 
16.3  Managers must conduct a health and safety risk assessment for all 

employees covered by this policy. Managers should contact the Corporate 
Health, Safety and Well Being Team for advice. 

 
16.4  Employees who occasionally work from home will be supplied with 

appropriate guidance by their line manager. Refer to the City & County of 
Swansea’s Home Working Policy. 

 
16.5  Employees must comply with the health and safety requirements identified in 

respect of their work area and activities and advise their line manager of any 
changes in the work area or any issues relating to their health, wellbeing or 
safety. 

17. Data Protection  

 
17.1 The manager must consider the Data Protection implications of any agile 

working arrangement. Specifically: 
 

a) The provisions of the Data Protection Act 1997 must be complied 
with when dealing with personal information and in particular the 
eight data protection principles.  Principles 1 and 2 deal with how 
information is collected and generally handled, Principles 3,4 and 
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5 relate to file management, in the amount of information you may 
hold and how long it should be kept. Details of all the principles 
and further guidance are set out on the data protection page of 
Staffnet and in the Council’s Data Protection Policy. A data 
protection act checklist document is available from the FOI unit 
which will assist with compliance. 

b) The seventh principle provides to the effect that appropriate 
technical and organisational measures must be taken against 
data loss/ damage. This is one of the most important principles 
and requires employees to make an assessment of the risk and 
consequences if the data were to be lost and then put in place 
appropriate arrangements to safeguard the data. This duty not 
only covers file management but also the environment in which 
employees are working and includes such issues as who can 
have access to it. Similar measures must be applied as if working 
in the office. Further information regarding Employees’ 
Information Security Responsibilities is given on the Data 
Protection Page of Staffnet. 

 
17.2 It is the responsibility of employees to ensure they comply with the Data 

Protection Act and any arrangements put in place by the manager (detailed 
above). Specifically: 

 
a) All Council paperwork should be securely locked away and be 

accessible only to the employee. 
b) If working away from a Council building, any confidential waste is 

to be gathered up and securely transported to the office on the 
next scheduled visit. Once in the office it will be disposed of in the 
normal way.  

c) When working in a mobile manner, the employee is responsible for 
the security of equipment, software, files and any other information 
in their possession. It is particularly important to ensure that non-
authorised individuals (in the home environment or while working 
off site) cannot gain access to confidential or personal information 
as defined by the Data Protection Act 1997. 

d) Consideration should be made when working remotely on laptops 
to ensure that the screen cannot be overseen by others and 
precautions taken to avoid laptops/storage devices being lost or 
stolen.  All equipment, storage devices etc must be encrypted. 

 

18. Conditions of Service/Policies and Procedures 

 
18.1  All of the Council’s remaining terms and conditions of service are unchanged 

and will still apply to workers covered by this policy, including sickness 
reporting, booking leave etc. 

 
18.2  This Policy does not negate or supersede the flexible working or Home 

Working Policy of the Council that already exists for use by employees. 
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18.3  DBS.  If an employee’s working practices change then consideration needs 
to be made about whether the change requires them to have a DBS 
Disclosure, e.g. an employee starts to use a base in which they come into 
contact with vulnerable people - they may then require a DBS where 
previously they did not. 

 
18.4  Absence Reporting.  The Council’s Management of Attendance Policy 

applies to all employees, regardless of which agile working category their 
post falls into. 

 
18.5  All staff working under this Policy will still be covered by the ICT Code of 

Practice even when working from home and must remain vigilant, especially 
in the more relaxed home environment, with regards to the security of 
Council ICT systems. 

 

19. Communication & Contact Issues 

 
19.1  Arrangements should be made for effective communication to be maintained 

between the employee, line manager and colleagues/team whatever the work 
style of agile worker the employee falls into.  To facilitate communications the 
use of ICT should be explored including mobiles phones, soft-phones 
(telephone calls delivered via software on a PC or laptop), video conferencing 
and, conference calling and Skype for Business. 

 
19.2  It is essential for regular team meetings to be undertaken in order to develop 

and maintain relationships. Appropriate communication and support channels 
must also be made available. 

 
19.3  Employees must ensure that they do not give out their personal contact 

details e.g. telephone number, e-mail address to clients and service users for 
work purposes. 

 
19.4  Any employee undertaking visits or attending meetings from a location other 

than a Council office must follow the same lone working guidance (available 
on the Council’s Staffnet) that they would if leaving from the office. 

20. Disputes 

 
20.1  If an employee is dissatisfied with the arrangements made for communication 

and support they should raise this initially with their line manager.  If an 
employee remains dissatisfied they should contact their Head of Service 
whose decision will be final. 

 
20.2  Any failure to agree working patterns or times of attendance at the office 

should also be raised with the employee’s Line Manager (or Head of 
Service), whose decision will be final. 

 
20.3  It should be noted that domestic issues should not impact on times when 

employees are working. 
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21. Network Availability and Computer Systems 

 
21.1  ICT Systems (Network and servers) are available 24hours a day, seven days 

a week. ICT systems are supported between 08:00 and 17:30 Monday to 
Thursday, 08:00 and 17:00 on a Friday. Outside of these hours may be 
subject to minimal disruption (System backup and maintenance).  

 
21.2  Hours of working are subject to ICT system availability.  Wherever possible 

employees will be advised in advance of system availability and disruption 
will be kept to a minimum.  Employees will be informed when the system is 
unavailable due to planned maintenance, upgrades, year end, etc. 

 
21.3  If there is disruption to the network connection to an employee’s home, 

employees will be required to come into the office to work. If the system goes 
down or is otherwise unavailable and no other work option is feasible the 
employee will have the option to either attend the workplace or make the 
time up when the system is available at the discretion of their line manager. 

 
21.4  Where appropriate the Council will supply equipment needed to enable an 

employee to work effectively in their work style but the technological 
requirements will be determined by the Head of Information and Business 
Change.   

 
21.5  Computer equipment must not be used by anyone other than the 

employee(s) designated to do so and for Council business only. 
 
21.6  Where employees have adapted equipment e.g. left hand orientation, this will 

be made available for their use at home if applicable or on a hot desk if 
applicable. 

 
21.7  Anyone using an adapted workstation as a hot desk must ensure that either 

the equipment settings are not changed or are returned to their original 
setting if they are changed. 

22. Equalities 

 
22.1 It is essential that managers and employees alike enter into the spirit of agile 

working within the constraints of normal service provision.  As each service 
offering is different, a ‘one size fits all’ approach cannot be applied.   

 
22.2 It must be remembered that the final decision will be based on the impact it 

has on the Service, so although most employees have access to flexible 
working not all outcomes will be the same and not all roles will be suitable for 
flexible working.  

 
22.3 An equalities impact assessment will be undertaken.  The Equalities Team 

should be contacted to provide advice and guidance. 
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23. Car Parking 

 
23.1 The link to the Car Parking Scheme on Staffnet 

http://staffnet/index.cfm?articleid=59283 
 
23.2 A review of the Car Parking Permits will be undertaken periodically and the 
 principles contained within the Agile Working Policy will be taken into account. 
 

24. Policy Monitoring 

24.1 The Council will monitor the application of this Policy and has discretion to 
review it at any time through the appropriate consultation mechanisms and in 
light of any developments in employment legislation or good employment 
practice. 

24.2 Responsibility for the implementation, monitoring and development of this 
Policy lies with the Head of Human Resources.  Day to day operation of the 
Policy is the responsibility of nominated officers who will ensure that this 
Policy is adhered to. 

24.3 Day to Day operation of the building and accommodation remains the 
responsibility of the Facilities Management section within Corporate Building 
and Property Services.   

 

 
 

  

Version  
Number 

Details of Change Date 

2.0 Revision of Smarter Working Policy due to Authority 
wide introduction of agile working  

January 2016 

http://staffnet/index.cfm?articleid=59283
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APPENDIX 1 
 

 
 

 

SUITABILITY FOR AGILE WORKING 
 

 
Not all jobs, employees or their homes will be suitable for agile working. When assessing a 
proposal for agile working the following questions will facilitate the discussion.  
 

 
1. What proportion of the employee’s work is done alone or as part of a team? 
2. Are there different ways of doing tasks that might help agile working? 
3. What proportion of the employee’s work can be done at home or in the field? 
4. What proportion of the employee’s work can be delivered electronically? 
5. Do work practices support agile working – can they be changed with team agreement? 
6. Will the employee require access to specific IT, equipment, tools, materials or 

documents in order to work - Can this be provided? 
7. What proportion of the job involves direct face-to-face contact with customers or staff? 
8. Do adequate monitoring arrangements for the employee’s objectives exist? 
9. Does the employee manage other staff and if so how will this be maintained if the 

employee works at home or out in the field? 
10. Does the employee provide technical or other support to other staff? 
11. Can the work be carried out without direct contact with service users? 
12. How will the office cover be maintained? 
13. How can confidentiality of information be maintained? 
14. Will service delivery be impaired during normal working hours? 
15. Has a cost benefit analysis been completed? 
16. Does the employee have access to broadband and the network from the home? 
17. Are there considerations arising from the Health & Safety Risk Assessment? 
18. Are there any current issues of discipline, performance or capability concerning the 

employee which indicates more support/supervision is required? 
19. Are there any learning and development needs arising from the change in working 

arrangement? 
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APPENDIX 2 

 

 
 

 

CATEGORY OF WORKER 
 

 
 
 

FLEXIBLE WORKER 

An employee whose work role may require ad hoc flexibility in order 
to conduct their role efficiently. This work style will vary in degree and 
will be dependent on an employee’s job role profile. 
 
The assumption is that a flexible worker will spend part of a working 
week working away from the office but will require parking for longer 
periods than 4 hours when at the building. 

 
 
 

MOBILE WORKER 

An employee whose work role requires flexible working from any 
location and as a consequence this method of work is not tied to a 
physical location. 
 
The assumption is that a mobile worker will spend approximately 
50% of each day working away from the office requiring parking at 
the building for periods of up to but no longer than  4 hours at a time. 

 
 
 

FIXED STATIC WORKER 

An employee whose work role requires them to spend the majority of 
their time in a fixed location i.e. in the office. 

 

 

 


