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 ANNEX 1

DRAFT 

MODERN WORKSTYLE IN OXFORDSHIRE COUNTY COUNCIL

CORPORATE POLICY AND GUIDANCE FOR FLEXIBLE WORKING

POLICY

The County Council has adopted this policy, known as Modern Workstyle, for its office and non-office based workers.  It is intended that wherever practicable and affordable this will be applied incrementally to all Council Offices as and when opportunities arise.  This policy has also been adopted by Oxford City Council (NB: subject to adoption by the City Council).

Modern Workstyle aims to enable and facilitate staff and services to carry out their work more effectively and efficiently.  It should positively contribute to improvements to working environments regardless of whether staff work more flexibly.  It requires:

· Predominantly open plan offices but with a full range of meeting rooms, quiet areas and communal facilities;

· Reliable access to appropriate ICT systems and software;

· Staff working in ways which are appropriate to their individual, team and service needs.

The general Principles for Modern Workstyle and Guidance for Flexible Working which follow, are intended to be applied to meet the different needs of services, staff and workplaces.  The Principles will apply to all staff where Modern Workstyle has been applied.  The Principles and Guidance should be applied equally for part time and full time staff.

The Guidance for Flexible Working is provided for managers/staff for whom flexible working is appropriate.  This Guidance is intended to be used by managers/project managers/teams wherever there are changes to office layouts and/or office moves.  This should secure more effective working and use of existing space.

Flexible Working, as distinct from Modern Workstyle, means reducing the constraints under which individuals operate.  This can relate to when, where and how staff work providing that any change to working practices does not negatively impact the service being provided.

The Modern Workstyle Working Group comprising appropriate disciplines will provide specialist in-house advice on Modern Workstyle, assist with project managing implementation of major projects and review/assess the effectiveness of the Modern Workstyle Policy and Guidance for Flexible Working.  Because of the integrated nature of Modern Workstyle it is important to ensure ongoing compatibility with strategies and action plans relating to HR, ICT, Property, Health and Safety and Customer Service.

PRINCIPLES FOR MODERN WORKSTYLE

Offices should be well designed and attractive with layouts that meet the needs of the service, teams and individuals.  There can be no standard layout to suit all circumstances but the following considerations should be applied to meet specific needs:  

(a)
Open Plan
All offices should have open plan layouts with partitioned offices provided only in exceptional cases for individual staff and teams.  Wherever possible offices should be made available for meetings/quiet areas when they are not occupied (see (f) below).

(b)
Layout
The Corporate Property Group has produced revised guidance – “A Better Place to Work /Improving the Workplace” (Annex A).  This offers advice on improving office premises and working environment, including lighting/ventilation standards, space planning and the balance between work and breakout/meeting area needs.

Where “front of house” services are likely to be affected by changes reference is needed to the Council’s Customer Service Strategy/Action Plan (Intranet Link – Shared Info >Support > Improving Customer Service).

(c)
Furniture and Storage
Standardised furniture and file storage for hard copy material are needed for more efficient use of space.  Further detail is given in Annex A.

Consideration needs to be given to individuals’ specific health and safety requirements, e.g. chairs requiring additional lumbar support.  See also Annex C – Health And Safety.

Staff without a dedicated workstation should be provided with adequate facilities for personal storage.  

Well managed storage facilities and shared access to documents within teams should be implemented.

(d) 
Workstations
Allocation of workstations will be based on the extent of flexible working within teams.  If there is a need for an individual to have a dedicated workstation then one should be provided.  Flexible working without a designated desk will not be required where it is not appropriate, but will be expected for those staff who spend a substantial part of their time out of the office and/or who could benefit from working remotely.  It will not be possible to optimise the benefits of Modern Workstyle if flexible working is not implemented where this could be achieved.  In all cases working arrangements need to be agreed with managers. 

A simple desk management system is recommended to facilitate better use of workstations within and between teams (see Annex B).

(e)
Clear Desk Policy

All workstations must be cleared of paper/files etc at the end of each working day or when vacated for use by colleagues/others.  Guidance is provided in Annex B.

(f)
Meeting/Quiet Areas/Staff Facilities
A sufficient number, size and location of meeting rooms and quiet work areas will be provided.  A different mix of these facilities can help more flexible and effective management styles and working.  In this way facilities should become more accessible for staff/teams and ensure that confidential matters can be dealt with appropriately.  Their design should be appropriate to ways of working and functions within services/teams.  Corporate/shared facilities should be bookable through corporate/directorate management systems.  There should be clearly publicised booking arrangements and rules on usage of rooms.

Staff rest areas should be incorporated where practicable giving consideration to drop-in areas for visiting staff, including ICT docking stations.  Staff should have access to a well- equipped kitchen.  Where practicable, consideration should be given to the provision of secure cycle facilities, showers and changing facilities.

GUIDANCE FOR FLEXIBLE WORKING

1.
Introduction
This guidance has been developed to support the implementation of Modern Workstyle for County Council offices.  It will assist managers and staff to:

· Determine the extent of flexible working that is suitable for teams/individuals;

· Implement flexible working effectively

In carrying out any assessment, including producing a business case for the provision of equipment, the requirements of the service, team and individuals need to be taken into consideration.

This guidance should be read in conjunction with relevant Health and Safety, ICT and HR policies and guidance.  The key supporting information is supplied in Annexes C, D and E respectively.

2.
Who can do Flexible Working? 

Many staff work flexibly on occasions without being classified as such, e.g. reading reports at home.  There is a continuum ranging from staff who work fixed hours within a specific office to staff based fully at home, working at times which suit them and the needs of the service.  Staff who work away from their office base much of the time may wish to become fully flexible workers exchanging their traditional, dedicated desk/workstation with the necessary equipment so that they are free from constraints of location.  When in the office they work at an available desk or within another suitable working area, for example at a satellite office or other suitable location.

3.
Categories of Flexible Working
There are broadly four categories of workers dependent on the extent of their presence/absence from an office base.  The guidance for the three categories of flexible workers cannot be prescriptive as the demands of the service and individual circumstances will determine what equipment is needed and can be afforded by Directorates.

FULLY OFFICE – Staff would be allocated a workstation, telephone, standard PC with standard software and relevant business applications, access to the OCC network and printers.  When not in use for substantial periods, e.g. leave, the workstation and equipment should be available for flexible workers within/outside team.

PARTLY FLEXIBLE – As a rule of thumb staff working more than 75% of their time at their office base (including attending meetings within that office) should have an allocated workstation.  If their office presence is less than 75% then 0.5 workstation should be allocated to the team for space planning purposes. Depending on the operations within the team it may be preferable for a standard PC in the office with the use of pool/team laptops when away from the office.  The allocation of a mobile phone – individual/pool – should be dependent on the nature and extent of working away from the office

FULLY FLEXIBLE – An individual who spends more than 50% of their time working away from their main office should normally be expected to become a flexible worker.  For space planning purposes teams should be allocated 0.5 workstation for each of these staff.  Staff should be provided with a mobile phone and standard laptop loaded with relevant business applications.  Dependent on the nature of work, an alternative to laptops, e.g. handheld devices, should be considered.

There are two sub-categories within this heading:

1. Remote workers – working predominantly from different locations could be the most suitable arrangements for some staff, e.g. from satellite or partner offices.

2.  Critical workers – often, though not necessarily our most senior officers, services require these staff to be highly mobile and fully accessible.  Consideration should therefore be given to providing appropriate equipment/facilities.

 HOME-BASED - Staff who can operate predominantly from home or require minimal office attendance could become based from their home.  They should be fully equipped with an OCC provided standard PC and software with relevant business applications.  If appropriate, access to the OCC network should be arranged via Broadband wherever possible.  The Directorate should provide a business telephone line/pay for business calls and supply a printer appropriate for the duties of the post.  If secure or other storage is needed than the Directorate should provide this equipment, particularly where there are confidentiality issues (see also Annex E).

4.
Assessment of Suitability for Flexible Working

Line managers need to take into account the following factors when discussing suitability of individuals to become flexible/home workers.  Heads of Service approval should be given for staff asking to become fully flexible or Home-based workers:

(i)
Job Characteristics – needs of external and internal customers, office presence, degree of supervision.

(ii)
Operational Circumstances –the duties of the post, any line management responsibilities for other staff and operations within teams.  

(iii)
Preferred Working Style – are individuals self-motivated and able to cope with reduced/minimal office/social contact?  Are they capable of working with limited direct supervision?

(iv) Personal Circumstances – it may not be appropriate for a member of staff to work at home, even occasionally.

A Health and Safety Risk Assessment is needed regardless and should incorporate all related issues (see Annex C).

There is no compulsion for staff to work flexibly.  This must be a choice for each member of staff in conjunction with their line manager and teams.  Staff who remain office based, or who are partly flexible, may find that there is some impact on working arrangements as they will be working within a flexible work environment.  Managers must consider customer service and team interaction/operational issues.

5.
Customer Service/Accessibility Issues
“Front of house” and other physical aspects of the County Council’s Customer Service Strategy (Intranet Link – Shared Info > Support > Improving Customer Service) need to be considered in addition to operational aspects of customer service.

As with office based staff all staff working flexibly need to ensure that they remain fully accessible to colleagues and customers.  Appropriate use of equipment such as mobile phones with regularly updated messages will assist, together with consistent use of In/Out Boards, Booking Out Diaries and Calendar on Outlook.

When discussing application for flexible working consideration should be given to a “team anchor” where one or more office based members of staff take on a key role of supplementing office communications.  Further advice is given in Annex B – Office Etiquette – which aims to help operations within Modern Workstyle/flexible working environments.

6.
Management Systems

In order for flexible working to be beneficial for the service, team and individual as a whole, managers and staff may need to revise their approach to work planning, monitoring and recording.

Managers need to focus on outputs rather than processes.  They should ensure that the steps for performance management (Intranet Link – Shared Info > At Work > Managing Poor Performance) are incorporated.  In order for work plans to be achieved managers should agree and document targets with staff which are SMART (Specific, Measurable, Achievable, Relevant and Timetabled).  Managers need to ensure that the individual has the necessary support, skills, tools and access to information to meet targets (e.g. access to specialist software), access to files.

It is essential to involve all staff in regularly scheduled and diarised team meetings and individual 1:1 sessions at which the effectiveness of flexible working arrangements should periodically feature.

7.
Health and Safety

The introduction of Modern Workstyle will take full account of statutory Health and Safety obligations in the workplace.

As with office based working a detailed assessment of alternative work environments, e.g. at home, is an essential pre-requisite.  It is the manager’s responsibility to initiate this and follow up any concerns or issues that need clarification.  The first point of contact should be the Directorate/Service Health and Safety Officer who will be able to give specialist advice based on the nature of the work to be undertaken.


Further guidance is given in Annex C.


8.
Insurance


Employees of the County Council are insured against personal accident and public liability regardless of where they are based. Home-based workers are strongly advised to inform their household insurers.

Computer equipment belonging to the Authority but installed / used in an employee’s home is covered by the County Council insurance, provided the equipment is listed on the ICT inventory.  County Council owned equipment is similarly covered for use at any satellite office/use in partners’ offices.

Employees’ own equipment cannot be insured by the County Council even if it is being used for work purposes.

9.
Other Implications for Home-based Workers

Individuals must contact their mortgage company/lender/agent as an early first step if they wish to apply to become a home-based worker.  They should also contact the appropriate Local Authority to ensure that there are no implications for Council Tax/business rates.

Individuals should contact their tax office if they intend making building alterations.  If these are to create an entire room for their employment there could be a liability for Capital Gains Tax if the home is sold.

10.
Security and Confidentiality
(i)
Only Oxfordshire County Council computers or verified equipment should be used if people are working from home or elsewhere.  Only properly licensed software can be used for Council business.

(ii)
As with all County Council data/information it is the individual’s responsibility to ensure confidentiality, regardless of when and where they are working, e.g. not leaving material in open view on car seats, lockable cabinets within the office/at home.

(iii)
Data Protection/Freedom of Information (FOI) rules apply.  Contact your Directorate Data Protection representative/Directorate FOI champion or the Corporate FOI Team in County Hall (Intranet Link – Shared Info > Governance > Corporate Governance Library).

11.
Review of Arrangements
Flexible working arrangements should be kept under review:

· Locally – Line managers/teams/individuals should schedule quarterly reviews of overall arrangements to ensure that efficiency and effectiveness of service delivery is at least sustained and, where possible, further improvements sought.  Annual appraisals/reviews should incorporate a formal and documented assessment of individual arrangements.  Staff working flexibly who are leaving/transferring within the Authority will require a revised assessment of individual/team arrangements.  A review may be necessary where there are significant work-related or changes in personal circumstances.  Where an individual working flexibly may wish to be considered to revert to office based, or change his/her flexible arrangements, this will need to be considered as part of the overall team arrangements.  This should include possible implications for other individuals and the overall use of a team’s space.  Directorate arrangements will be the responsibility of Business Managers.

· Service/Corporately – external assessments will be arranged by the Modern Workstyle Working Group on an annual basis or as part of a post completion review of major accommodation changes.

· Staff Surveys – corporate/Directorate staff surveys should elicit specific staff feedback on the effectiveness of arrangements.

12.
Trial Periods/Appeals Process

Managers and individuals should review practicalities, benefits and blockers on a scheduled monthly basis for the first three months.  Arrangements should be reviewed and documented, including an agreement on the way forward.

As per the existing grievance procedures, it is expected that difficulties should be resolvable between individuals and managers, between whom full consultation should always be established in setting out working arrangements.  This should include the non-compulsory approach to flexible/home working.  Directorate HR Managers can assist where there are non-resolvable difficulties/grievances over decisions of line managers or Heads of Service. 

13.
Key Contacts/Responsibilities
Key contact points for all related aspects are provided in Annex F, together with the responsibilities of individuals, line and senior management. 

Rob Harvey

Project Manager – Modern Workstyle

18 March 2005
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ANNEX A

“A Better Place to Work – Improving the Workplace”

1.
Introduction

A primary driver for the Modern Workstyle approach in Oxfordshire County Council is to improve the Council’s premises, in particular the working environment for staff and other users of our buildings.

Our offices and places of work are important.  They should be bright, attractive and help, not hinder us, in our work.  Offices that are open to the public or visitors should help present the Council as efficient and well organised.  We can often do a lot without spending a lot of money but there needs to be care and expertise applied to make the best use of accommodation.  

Limited central funding is available from the Working Environment Fund to assist with building improvements.  Directorates have their own budgets for internal decorations, furniture and storage equipment etc.  Where there are accommodation changes of whatever size and complexity the corporate Modern Workstyle policy and principles will be applied as an integral part of each project wherever practicable and affordable.

These guidelines should be used wherever Modern Workstyle is implemented and for small improvements, such as redecorations/re-carpeting or for the purchase of new furniture or equipment.

2.
Staff Involvement
It is vital that staff are consulted at all stages of refurbishment and accommodation changes.

For more radical changes to office accommodation it is always helpful to refer to examples where similar changes have worked satisfactorily elsewhere.

When consulting staff it is important to be clear on what is being proposed and any parameters, e.g. there may be a limited budget available for cosmetic improvements where staff views could help prioritise.  The Modern Workstyle approach cannot be a ‘one-size fits all’.  Where changes to team space are being proposed individual teams should be allowed certain leeway to customise their own space, within the overall constraints of any project and the need for the Modern Workstyle principles to be applied consistently.

Directorates will vary on their methods of involving staff but there are common issues that should apply for any consultations.  The process needs to be managed thoroughly with set timescales, clearly understood channels for feedback and clear communication of proposals, decisions and programmes for implementation.

3.
Office Layouts and Space Planning
Many teams would say that they have insufficient space in their offices for people, furniture, storage, equipment, receiving visitors etc.  Increasing the size of the space is usually difficult so it is important to maximise the use of space available.

Careful consideration needs to be given to how many desks are required.  The Guidance on Flexible Working gives advice on supporting the implementation of Modern Workstyle by examining the scope for flexible working.  Reducing the number of individual desks does help to introduce a more spacious feel and/or free up space for breakout areas, meeting rooms and quiet areas.

For small projects a tape measure and a hand drawn sketch may be enough to ensure that layouts can accommodate desks, furniture and equipment.  For larger projects it is advisable to arrange for specialist space planning help.  This is available at a charge to the Directorate or project from the new property services consultants, Mouchel Parkman.

Plans must include adequate access for staff and visitors with disabilities.

4.
Space Allocation – Getting the Balance Right

The Modern Workstyle approach is based on open plan layouts as far as practicable.  Partitioned offices for individuals/teams should be provided only in exceptional cases.

The mix of accommodation will vary according to individual projects, space availability, funding and extent of flexible working introduced.  A major benefit of a predominantly open plan approach is that it provides more flexible accommodation to aid future changes.

A combination of ‘centrally shared’ and ‘team space’ is recommended.  Centrally shared space is common space shared between teams and can include:

· Staff and visitor reception facilities;

· Flexible meeting rooms, for example, with folding partitions to vary room sizes and numbers;

· Café facilities with mixed seating suitable for informal meetings;

· Touch-down facilities for staff, members and partners, possibly integrated with café facilities;

· Quiet areas, e.g. for uninterrupted study and report-writing;

· Storage areas – hard copy files, equipment;

· Office services areas – processing incoming/outgoing post, stationery, high capacity printing and other equipment.

Team space can be built from the following components:

· Secretarial/support unit – this is the operational hub of the team space and could include local printing, copying, pigeonholes and other facilities as well as dedicated desks for team secretaries/support officers;

· Desks for other staff who have allocated workstations;

· Desks for staff who are sharing workspace because they are working flexibly;

· Personal storage – e.g. rollaway pedestals or lockable cabinets;

· A team resources area for books, journals and team filing;

· Break out/local meeting areas – table/chairs for informal meetings;

· Cellular meeting rooms. NB- the number and size will vary according to team needs and sharing with other teams.  Adequate soundproofing should be specified.  The design and location of share facilities needs care.  There should be clearly publicised booking arrangements and rules on usage of rooms.

5.
Heating, Ventilation and Lighting

One of the major benefits of an open plan environment is to be able to improve cross flow of air.  This does depend on locating higher equipment such as storage cabinets in certain locations.  Natural lighting, higher specification lighting and improved heating systems also contribute to more environmentally sound and comfortable offices and places of work.

6.
Interior Design

Specialist advice from an interior designer can be commissioned at a charge to individual projects.  This can include advice on furniture, colour schemes, carpeting etc.

Advice on colour schemes cannot be prescriptive but teams are encouraged to consider the introduction of brighter colours to ‘cheer the office up’ and make a nicer environment to work in.

As a guideline it is suggested that blue or green carpets are selected, light oak or beech furniture (to include desks, chairs, filing and storage) and is the recommended combination of colour to create a modern, friendly and business-like environment.  Samples of furniture finishes and upholstery fabrics can be obtained to show colleagues.

7.
ICT
Great care needs to be taken when planning new ICT or moving existing.  Where computers and printers are placed is affected by existing cabling and location of desks.  If alterations are to be made they need to be planned.

See Section 2.10.1 of the ICT Service Level Agreement (referred to in Annex D of these guidelines) (Intranet Link – Directorates > Resources > ICT).

Try to avoid power poles as these are costly, inflexible and ugly.  Dado trunking has become the standard as this is flexible, allows amendments to office layouts without the re-wiring and tidies away cables.  The standard specifications ensure optimum flexibility for power, data and telephone infrastructure.

Desktop PCs with flat screens are the recommended standard for new purchases.  Raising devices for screens and docking stations for laptops should be considered.  See also Annex C – Health and Safety. 

8.
Furniture

Furniture no longer fit for purpose should be re-used elsewhere or recycled as far as possible.  

Desks, pedestals, chairs and bookcases etc. are available in a variety of sizes and colours (please see advice in 6 above).  It is important to identify furniture that is needed and to ensure that it fits in a layout appropriate to operational needs.  Careful procurement of furniture will help maximise the use of available space and reduce costs. 

It is no longer a requirement under health and safety to purchase curvilinear ‘L’ shaped desks.  If it is more appropriate to use rectangular desks, particularly with the arrival of smaller PCs, then this should be a serious consideration.

Fully adjustable seating and a percentage of desks where surfaces can be raised or lowered should also be considered.  See also – Annex C – Health and Safety.

Acoustic screening can assist with noise cushioning in addition to providing visual barriers between clusters of desks.

9.
Storage and Filing

Many staff complain that they do not have enough storage and filing space.  On the whole a lot of people tend to retain too much information believing that they might need it one day.  The result is that filing cabinets are filled with old correspondence and brochures etc., often duplicated elsewhere, that are rarely, if ever, needed.

Annex B gives advice on office tidiness generally including the need to regularly de-clutter.  This helps efficiency and helps to sustain a better office environment.  

It may be more appropriate to retain information electronically.  Directorates have retention and disposal schedules for hard copy filing, including the use of secondary storage within and outside the Directorate.  Increasingly, information can be accessed from websites.  The importance of better records management practices has been highlighted by the recent implementation of the Freedom of Information Act.

Filing and storage space as part of layout planning should be provided only for information that is needed and which needs to be readily to hand.

Space efficient storage cabinets should be purchased.  Four-drawer metal filing cabinets, for example, are amongst the least space efficient medium.

10.
Office Practice

Office practice is the way in which an office is set up and run.  This should include provision and practices for hanging coats and storage of shopping, for example, so that offices do not become cluttered.  This could include items such as office plants, displaying material on screen dividers, use of notice boards etc.  Offices may wish to adopt the same colour filing trays to create a smarter, uniform look.

It is important that staff affected can input to the creation of office practices.

See also Annex B - Office Etiquette.

11.
Building Signage
Signage needs to be considered.  Signage for emergency escape routes and health and safety matters must be installed.  There should be standardisation in signage and all signs should be purchased in accordance with the Council’s corporate house style.

12.
Advice and Support
See Annex F – Key Contacts (A).

Advice on buildings related issues – space planning, office design (including heating, ventilation and lighting), cosmetic improvements, e.g. redecoration, re-carpeting – Keith Tong. Corporate Property Group.


Access for disabled visitors/staff – Susan Fairburn/Deborah Whelan, 


Access Officers, Chief Executive’s Office

ICT – Directorate ICT Manager.

Furniture and equipment – Directorate administrative officers 


– Strategic Procurement Unit

Filing practices/records management 
–
Corporate Information 


Management Unit,   


Resources


–
Directorate administrative officers

Building signage – Falcon Signs – 01235 768868

ANNEX B

Modern Workstyle - Office Etiquette

Purpose and Principles

These common sense guidelines are designed to help the smooth running of our day to day work in open plan areas, focusing on showing each other mutual consideration and respect.  Team champions can have an important part to play particularly in coordinating/reviewing desk management/office tidiness arrangements.

Desk Management

· Allocate workstations according to categories of staff/alignment within teams, including specific requirements for health and safety reasons.

· To improve accessibility for colleagues and customers ensure that all staff regularly update in/out boards, central booking diaries, electronic calendars and telephone/mobile phone messages.  Consistent use will also assist management of desks.

· Establish booking arrangements for shared desks within and between teams.  Ideally arrangements should be electronic and easily accessible for remote working staff who wish to visit the office.  Team ‘anchors’ or other office-based staff should coordinate these arrangements.

· A coloured flag system should be introduced for all workstations, including for office-based staff.  When available, i.e. leave, courses, sickness or full mornings/afternoons when out of office/not at desk staff should display flags to readily indicate availability for colleagues/others to use.

· Publicise/review arrangements within/between teams.

Office Tidiness

· Regular de-cluttering of unnecessary paperwork should be organised including proper labelling, listing and storing of reference material in central locations.  Duplicate copies should not be retained unless there is a specific need.

· A clear desk approach for all staff will improve the office environment and assist colleagues who may need to use each other’s workstations.  All workstations must be cleared of paper/files etc. at the end of each working day or when vacated for use by colleagues/others.

Food and Drink

· Please consider others and avoid strong smelling food and drinks and/or food that may upset colleagues. 

· Keep areas clean and tidy.  Clean up any spillage as soon as possible or report to cleaning staff/Hallkeepers.

Telephones

· Telephones should be answered by a person wherever possible and messages passed on promptly.  Forward your phone messages or arrange a ‘pick-up’.

· If you take a message for someone else, say who called, when, what the message is, and then e-mail the person.  Yellow stickies and bits of paper tend to be covered up and lost.

· Turn the ringer volume down to minimise any possible disturbance to others around you.

· If you are out for a few hours or longer consider routeing your phone to someone else – but tell them first.  Cancel the routeing when you return.

· Mobile phones can be intrusive.  Switch off sound whilst in meetings.  Avoid the impulse to wander around when talking on the mobile.  Be considerate to others – often we go into our own little world when on the mobile.

Business Equipment and Stationery

· Collect information from fax machines, printers and copiers promptly, and give others their information.

· Take off the ‘ding’ and noisy screensavers on your PC.

· Be aware that organiser, palm pilots etc. will ‘ding’ and ‘beep’ even when turned off or left unattended.  Switch the sound off whenever possible and take them with you when you go to meetings.

· Each machine should be ‘owned’ by someone in the department who knows what to do when it goes wrong and can leave a message on the machine advising that the fault has been reported.

· Do not waste space and money holding individual stocks of stationery.

Facilities

· Hang coats and umbrellas in the cupboards/coat hooks/coat stands provided.

· Facilities are for sharing – keep a clear desk so that others can use it.

· Do not block book meeting rooms unnecessarily.

· Cancel rooms if no longer required.

· Do not hold meetings at your desk.

· Avoid hogging the quiet rooms.

Conduct and Behaviour

· Try to avoid using particularly strong perfumes/aftershaves that others may find offensive.  Please also ensure good standards of personal hygiene.

· Avoid interrupting people unnecessarily – just because you can see them across any open plan area it does not mean that they are free to meet with you.

· Be conscious and considerate of other people’s personal space, their feelings, their working styles, their expectations etc.

· Respect the fact that some people’s conversations may be private or personal.

· Think about how your own use of space, noise levels, etc. might affect others.

Security

· Lock away confidential and personal information and personal belongings (e.g. handbags/wallets) when not in use.

· Lock away laptops overnight.

· Question strangers and people you do not recognise.  There may be confidential information- help protect it.

ANNEX C

Health and Safety 
This advice/guidance, produced in conjunction with the County Council’s Safety Advisers’ Group, should be read in conjunction with Authority, Directorate and site –specific Health and Safety policies (Intranet Link- Shared Info > At Work > Health & Safety).  

Further advice should be sought from Directorate Health and Safety Advisers.

Health and Safety cannot be compromised by flexible working. 

(A)
Considerations

Individuals and their managers need to consider:

1.
Nature of work, e.g. lifting, storage, site visits.

2.
Personal issues – individuals capable of working on their own, any medical conditions, first aid provision, possible isolation from colleagues?

3.
Location of work base – designated office space, other people sharing house/area, escape routes.

4.
Fire evacuation arrangements at office base where there are flexible workers, i.e. roll call arrangements.

5.
Equipment needed – ICT/furniture – installation and maintenance.

6.
Electrical safety/testing.

7.
Lone working and security issues.

8.
Mobile phones must not be used whilst driving.

(B)
Requirements

A detailed risk assessment should be undertaken for all flexible workers in a similar way to office-based staff.  Managers must carry out assessments for Home-based staff. Employees should carry out self-assessments where they are working at a variety of locations.  All assessment needs to cover all of the above considerations and should be undertaken, documented and kept under review for all categories of flexible worker.

(a) 
Workstations
1. It is not a requirement to use curvy linear workstations.  Rectangular desks (see Annex A for further advice on dimensions) are acceptable dependent on the ICT equipment to be used.

2. Consideration needs to be given to staff requiring non-standard workstations, e.g. higher and/or adjustable desks.  Health and Safety cannot be compromised within desk allocations.

(b)
Chairs
An appropriate chair should be used, i.e. wherever possible a swivel desk chair with 5 wheels and back and height adjustment.

(c) 
Electrical Safety

All cables must be able to reach telephones and electrical sockets with ease and not cause a tripping hazard.

(d) 
ICT – All Equipment

1. All computers should be set up on workstations that are at an appropriate height and free from glare.  Raising devices for screens should be considered.

2. Staff assessed as being habitual users are entitled to free eye tests at the frequency prescribed by their optician and should be provided with corrective appliances where prescribed.

3. Supplies of anti-bacterial wipes for telephones, keyboards and mousse should be freely available for all workstations.  Cleaning specifications do not generally require cleaners to carry out cleaning of this equipment.

(e) 
ICT – Laptops
1. The Health and Safety (Display Screen Equipment (DSE)) Regulations 1992 (as amended by the Health and Safety (Miscellaneous Amendments) Regulations 2002) now include guidance on the use of portable DSE equipment.  Laptop computers are subject to the DSE Regulations when used for prolonged periods.

2. All laptop users should be given sufficient risk assessment training and instruction to enable them to carry out a suitable self-assessment whenever they set up their laptop at a workstation.

3. Training and instruction should include the risks from manual handling when moving between locations.  Other equipment such as batteries, printers, paper etc., may be added to the burden.  Risk of theft could involve assault.  Sensible precautions can minimise/eliminate risk, e.g. do not leave in full view in a car and take extra care in busy, public places.

4. Laptops are not designed for prolonged use so more regular breaks should be taken from a laptop when not working at a docking station.  The Health and Safety Executive suggests a minimum of 5-10 minutes every hour.

5. Laptop users who are working at home on a regular basis should be provided with a docking station or if desirable, a full desktop computer for use at home.  Home-based workers (see paragraph 3 of “Guidance for Flexible Working”) should be equipped with a full desktop computer.

6. Users should be made aware that the use of laptops can lead to poor postural or other problems, e.g. headaches, neck aches arising where there is a low fixed position of the screen.  Consideration must be given to staff with special needs.

7. Avoid extended periods of DSE use in other situations, e.g. resting a laptop on user’s lap or use in a vehicle.

ANNEX D

Modern Workstyle and ICT 

Information relating to the ICT aspects of Modern Workstyle is incorporated into standard ICT documentation.

If you want to know about  

· who to contact if you need ICT advice

· options for home or remote connection and the agreed apportionment of costs

· information on how to order equipment

· what to do if you are planning an office move involving ICT kit

· how to get problems resolved –  including support hours and targets for resolving problems

then please refer to the ICT Service Level Agreement, published on the  Intranet from April (Directorates -> Resources -> ICT ).  The current Service Catalogue (specifications and current prices) is also available there. 

The ICT Service Plan includes initiatives to further enable flexible working including

· the ability to log on from any location and access your emails, electronic documents and systems

· more storage space for electronic files

· improvements in our telephony infrastructure for voicemail and ‘follow me’ type functions

The Use of Information and Communication Policy (Shared Info -> At Work -> Policies) includes consideration of managers’ responsibilities, physical security, some pointers on health and safety and data protection (and links to related documents). 

ANNEX E

DRAFT 4 – 16th March 2005
Oxfordshire County Council

Flexible Working and Work/Life Balance Policy

Introduction

1. The County Council has long-established Flexitime and Flexiplace schemes and other policies/information/advice to help ensure staff achieve a healthy work/life balance.  However, with constraints on budgets and other pressures it is very easy for a ‘long hours’ culture to develop. 

2. Fixed hours of working can result in a ‘clock-watching’ mentality and reduce the flexibility to respond to peaks/troughs.  By having a more flexible approach to working it means that individual employees’ needs can often be accommodated, say if they choose to stay on a little later to finish a piece of work, or leave early so that they can return to work refreshed to complete the task the next day.  

3. The nature of the services we deliver necessitates that employees in many directorates need to work outside of standard office hours and in different locations. 

4. These issues, together with the organisation’s commitment to the better use of its property and Modern Workstyle, means that guidelines about flexible working and work/life balance needed to be integrated and be applied and managed in a consistent way across the organization.

5. Work/life balance is about being aware of the different demands on your time and energy and devising ways of working that meet both the County Council’s, your team’s and your individual needs.  By having some control about when/where we work can minimize stress levels.

6. Flexible working means working in the most appropriate place, at the best time, and in the best way, to get the work done.  It aims to reduce the constraints under which individuals operate.  This can relate to when, where and how they work providing that any change to working practices does not negatively impact on the service being provided. 

7. From time to time we may also need some additional flexibility in our job over and above what is already agreed in order to meet personal commitments.  

Policy

8. Oxfordshire County Council believes that people work more effectively when they are able to strike a healthy balance between their work responsibilities and the other aspects of their lives.  The County Council has a range of measures and guidance to support employees in achieving this balance.  Eligibility for each option must be agreed with line managers.

Options and support available 

9. The following options may help in achieving an effective work/life balance.  Each employee must discuss their particular needs with their manager to reach an agreement.  In all cases the operational needs of the service must be maintained and not every option is available in every directorate.

(a) Flexitime – see Appendix A - the ability to vary start/end times and have variable length lunch-breaks with a minimum of 30 minutes.  Excess hours accumulated under the scheme may be accounted for by taking 4 half days or 2 full days off per calendar month.

(b) Flexiplace – see Appendix B – there are 4 options under the Flexiplace scheme

a. fully based at home

b. 2-3 days per week (averaged out over a month) that are based at home or another County Council/partner location

c. mostly based in one location (not home) but occasional working in another County Council/partner location  

d. occasional home-working or working from a partner organization

(c) 9-day Fortnight - working contracted hours in a fixed pattern of nine days instead of ten (e.g. not working alternate Fridays).

(d) Career Break - it is possible to take a career break and keep in touch while you are not working.  When ready to return to work, you will be guaranteed an interview for any post where you meet the selection criteria.

(e) Job Sharing - job sharing can be considered for most jobs.

(f) Reduced Working Hours - managers will consider proposals to reduce hours of work, taking account of operational needs and those of employees. 

(g) Annualised Hours and Term Time Only Working - peaks and troughs in workload mean that some teams can offer flexibility in the hours that staff are employed throughout the year.  Where this meets both operational and individual needs annualised hours or term time only contracts may be possible.

(h) Unpaid leave - a period of unpaid leave, for example to spend time with family, take a special holiday or undertake a course of study, for up to 1 year, may be available.  3 months unpaid leave is available to reward staff who have 10 years continuous service with the County Council.

(i) Emergency Leave Scheme – arrangements for taking time off to deal with emergencies - see separate policy.

(j) Special Leave – arrangements for leave for e.g. duties associated with being a school governor or a member of the Territorial Army – see separate policy.

(k) Support for working carers – identifies sources of support for those with caring responsibilities – see separate policy.

(l) Occupational Health Services – provides support for someone returning from a period of ill health.  Can also provide access to counselling services (Social & Health Care staff have their own Staff Support Service).

(m) Maternity/Paternity/Adoption/Parental Leave - these schemes provide families with time off around the birth of a baby or arrival of an adopted child into the family.  Parental leave allows up to 13 weeks unpaid leave while children are aged under 5 (or up to 18 for disabled children). 
For information about childcare contact the Children’s Information Service on 08452  26 26 36 or on the intranet at Oxfordshire Children's Information Service. 

For information about our Workplace Nursery contact St Thomas Day Nursery at 40 St Thomas Street, Oxford) 01865 249800. 

For information about childcare vouchers contact Busy Bees Childcare Vouchers on freephone 08000 430 860 (or for more information see the section on the intranet under Shared Info>Childcare>).  Childcare vouchers as received by the employee (either mothers or fathers) as part of their pay. Most staff will save approximately the equivalent of a month’s childcare costs each year.

(n) Applying to work flexibly – there is a legal right for parents with children aged under 6 to ask for a flexible working arrangement.  See separate policy.

Responsibilities of employees 

10. Employees wanting to work flexibly should:

a. consider how to maintain their work/life balance by thinking through the implications of flexible working on their work and the impact on their colleagues

b. ensure that contact arrangements will work effectively (e.g. use of in/out/white-boards, electronic diaries, phone numbers for each location they will be working from, mobile phone number etc.)

c. attend team meetings and one-to-one/supervision meetings with their manager

d. carry out a health and safety risk self assessment when they are working from a variety of locations.  Managers must carry out assessments for Home-based staff in the same way they are required to carry out for office staff

e. ensure the safety and security of Council equipment and information

f. comply with relevant policies (e.g. Officer’s Code of Conduct, Use of ICT, Data Protection, Health and Safety etc.)

g. record their working time, taking regular rest breaks and holidays

h. raise any concerns about their work/life balance or their flexible working arrangement with their manager

Responsibilities of managers

11. To make sure that flexible arrangements are effective and don’t impact adversely on service delivery it is important that managers should: 

(a) consider employees’ requests and ensure that the needs of service users are met

(b) carry out a cost/benefit analysis (note: a business case for those employees fully based at home must have the support of the Head of Service)

(c) carry out health and safety risk assessments for Home-based staff

(d) discuss with employees when working hours are excessive (or too small) and/or worked at times outside of agreed hours, the causes must be investigated and an action plan agreed to mitigate the effects

(e) ensure that employees do not become isolated 

(f) document the agreed arrangements in conjunction with HR

(g) establish effective systems for performance management to accommodate flexible working patterns 

(h) review arrangement on a regular basis (if circumstances change there may be a requirement or a request to return to standard working arrangements)

(i) ensure arrangements for team communications and learning and development activities are built into flexible working agreements

(j) ensure fairness and consistency in application so particular groups are not put to a disadvantage e.g. employees without childcare responsibilities should not always be expected to cover early/late working requirements 

(k) enlist the support of HR in discussions between themselves and their employees if required and to ensure that contractual changes are made if necessary.

Health & Safety

12. It is vital that Health and Safety issues are discussed when considering flexible working options.  A risk self-assessment must be undertaken by the employee where they are working from a variety of locations and then managers must follow up on any areas of concern or issues that need clarification.  Directorate Health and Safety Advisors can provide advice and guidance.

13. It is essential that if someone is working outside of normal office hours, travelling or working from a number of locations that their personal safety is not compromised.

14. At a minimum employees and their managers need to consider: 

(a) what the work involves (lifting, storage, visits)

(b) personal issues (are they capable of working on their own, any medical conditions to consider, first aid provision, feeling isolated from the rest of the team)

(c) where they will work (designated office space within their own home, locations across the County, will other people be in the house/other locations)

(d) fire safety

(e) data protection/security of information and its disposal

(f) equipment needed (both ICT and furniture)

(g) electrical testing

(h) lone working and security issues

(i) use of mobile phones (NB. not whilst driving)

15. Under the Working Time Regulations no-one should work more than 48 hours a week, averaged over a 17 week period.  There must be at least a 30 minute unpaid break if working consecutively for 6 hours or more.  For young workers (aged 16-18) the break must be 30 minutes after more than 4.5 hours work.  An average of 11 hours consecutive rest between each working day should also be taken, and a 24 hour break for every seven days worked.  Annual leave entitlement must always be planned and taken.

16. Managers must refer employees to Occupational Health if they believe their health is being affected by working long hours.

Appeal Process

17. If a manager and employee cannot come to an agreement about a flexible working arrangement then they should discuss this with their directorate HR team.  If an employee wishes to return to a non-flexible working arrangement or a manager has concerns about the effectiveness of a flexible working arrangement then this should also be discussed with their directorate HR team.

Monitoring

18. Monitoring of the uptake of flexible working will be undertaken by directorate HR teams.

19. This policy will be reviewed after 3 years.

Steve Munn – Head of HR



March 2005

Other related policies

Health and Safety

Use of information and communication technology policy

Data protection

Managing personal data

Sickness absence

Working time regulations

Appendix A - Flexitime/Time off in lieu (TOIL)/Overtime scheme 

Introduction

1. Flexitime can help to achieve a number of the County Council’s objectives.  By staggering working times, employees can make a contribution to reducing traffic congestion at peak hours. Flexitime can also help employees to combine their work and personal responsibilities, and can help workflow to be managed more efficiently by being able to respond to urgent, unplanned demands or dealing with sudden variations in workload. 

2. It is not the primary intention of the scheme to enable employees to accumulate large amounts of time off, and managers must ensure that the operation of the scheme does not adversely affect the quality of service provided by the County Council.
Applicability

3. This scheme does not apply where employees need to do shift/weekend working or work fixed hours to cover service delivery needs.  In these circumstances managers should ensure that teams/individuals can have occasional flexibility e.g. by working rota’s/arranging reduced cover.

4. For part-time staff ‘core hours’ should be individually agreed between the employee and their manager.

5. Directors are responsible for identifying any areas within their departments where flexitime cannot be applied because it would have an adverse effect on service provision.

6. In those offices where flexitime is in operation, managers still have a responsibility to ensure that an appropriate level of service is provided at all times.  Managers may at any time over-ride the provisions of the scheme in the interests of operational efficiency or quality of service.  Where offices are open to the public then cover must be provided during these times.

7. Managers must plan cover for service requirements based on staff’s contractual arrangements e.g. where there are a number of part-timers, making sure there is sufficient cover for each day of the week.

8. Employees who believe that the provisions of the scheme are being unreasonably withheld from them may take action under the Raising concerns, Grievances and Whistle-blowing policy. 
Core Time 
9. Directors are responsible for setting an appropriate core time within their directorate.  Core time should not start later than 10.00 a.m. and should not finish earlier than 3.30 p.m. (3.00 p.m. on Friday).

10.  All staff should be contactable during core hours.

11.  When an employee is required to work late they should agree with their manager an appropriate start time for the following day subject to the demands of the service.

Starting and Finishing Times 
12. Heads of Service should set appropriate earliest start times and latest finishing times according to the needs of their services. Start times should not be earlier than 7.30 a.m. and finishing times should not be later than 6.30 p.m.

Work carried out outside the maximum hours (TOIL/Overtime)

13. Additional work undertaken outside the agreed maximum hours (for example an evening meeting) should be compensated for by time off in lieu and should not form part of flexitime calculations. The employee’s manager should agree arrangements for such out-of-hours work in advance. In exceptional circumstances managers can agree overtime payments for this work if it is not possible to take TOIL.

14. Overtime must be agreed in advance between the manager and employee (these payments cannot usually be made for employees on scp28 and above).

15. If, in exceptional circumstances, there is a need to complete a specific additional task and it is planned overtime then it may be possible to pay an honorarium based on salary up to a maximum of scp 43.

Lunch break 
16. Generally a lunch break should be taken between 12 noon and 2.00 p.m. of not be less than 30 minutes. If a longer/earlier/later lunch break is needed then this should be agreed with the manager ensuring there is appropriate cover.

17. Meetings during lunch breaks should be discouraged. If they have to take place then employees should be allowed to take a break immediately before/after the meeting. 

Accounting for time worked under Flexitime
18. Flexitime is intended to cater for relatively small fluctuations in daily hours, and the balance of hours carried forward from one week to the next should not exceed +10 or –5. 

19.  Where employees appear to be consistently working in excess of 10 additional hours a week, managers should investigate and if necessary review workload, objectives and working methods. An action plan must be developed and review periods agreed.

20.  Where an employee is consistently working under their agreed hours this should also be investigated by their manager and appropriate action taken. 

21. Excess hours accumulated under the scheme should be accounted for by taking flexileave in units of half a day or a day. Clearance for taking flexileave must be obtained from managers in the same way as for annual leave, i.e. agreed in advance and subject to service delivery requirements. No more than two flexileave days (or 4 half days) per calendar month should normally be taken.

22. If, because of urgent service delivery requirements, booked flex days have to be cancelled then a suitable alternative date must be agreed at the earliest possible opportunity.

23. The following should be recorded and claimed for separately from flexitime arrangements: 



(a) authorised paid overtime;



(b) additional paid hours worked by part-time employees;

(c) work outside normal working hours (this should be compensated for by time off in lieu - see paragraph 11).

Medical Appointments


(a)
Routine medical, dental, opticians and other appointments should be made outside core hours whenever possible and taken in the employee’s own time.


(b)
In some cases – for example emergencies, cancer screening or initial appointments with a hospital consultant – an appointment outside core time may not be possible. Sickness absence can be claimed in such circumstances at the Director’s discretion.


(c)
The majority of such appointments will require attendance for part of the working day only, and these absences will not therefore normally be counted as days off under the Sickness Monitoring and Management Procedure unless they amount to half a day or more.


(d)
By law, employees are entitled to paid time off for ante-natal care.

Time Recording
17. 
A time recording system must be used. A personal weekly record sheet showing times worked and any absences should be completed by all staff in those sections where flexitime is in operation. Managers should check and sign record sheets on a regular basis.

Steve Munn

Head of HR 

1989, 1995 Pers. Sub. 171095

Revised Feb 2005






C21-15 (10/02)

Appendix B - Flexiplace scheme 

Introduction

1.
Oxfordshire County Council encourages working at home or other locations were this is appropriate.

2.
Such arrangements can:

· reduce unnecessary travel and hence environmental damage;

· result in work being carried out more efficiently;

· provide better service delivery

· help employees to balance their work and family commitments more effectively;

· help employees to work at times when they are at their most effective

· enable employees with disabilities to enter or remain in employment where this would otherwise be difficult

· enable employees returning from sickness absence or adapting to a temporary disability to contribute as much as they can.

Initiating Flexiplace Arrangements

3. 
Flexiplace agreements should be entered into on a voluntary basis between an employee or a group of employees and their manager.  It is recognised that some employees may be unable to work at home because their accommodation or other household circumstances make it impractical.  Where a proposal involves a group of employees, UNISON (or the appropriate Trade Union) should be involved through the normal directorate consultative arrangements. Employees should be able to return to conventional working arrangements if they wish, by agreement with their manager.

4.
In considering which aspects of a job are appropriate for carrying out at home or another location, managers must take account of the following:

· there should be no adverse effects on the level and quality of service

· there should be clear objectives and measurable outputs (e.g. the production of reports)

· it must be possible to do the work without face-to-face contact or direct supervision

· working at home or another location should be carried out at times when the employee does not need to be accessible in person or available for meetings at short notice

· appropriate arrangements must be made for the employee to supervise any other staff for which s/he is responsible

· there should be no increase in workload for colleagues as a result of an employee working at home or another location

· it must be safe for the work to be carried out at home or other location

· the safety and security of Council equipment/property/information must be ensured

· arrangements should be made to protect confidential information in line with the Data Protection policy and any directorate record management protocols

· appropriate arrangements must be in place for recording working time

· arrangements must be in place for effective communication with the workplace to be maintained (see also section on equipment)

· an agreed base must be designated for each employee (this will usually be the main office where their manager/team is located. 

5. In general it is not envisaged that employees will be required to work full-time at home under this scheme.

Flexiplace options
6. There are 4 options under the Flexiplace scheme

a. fully based at home – this involves an employee in a mobile occupation (i.e. one which entails visiting sites/clients etc.) using their home rather than an office as the base from which journeys are undertaken) or an employee whose work has traditionally been done in an office or other workplace that can as easily be done from home.  This option MUST be set up to ensure good contact arrangements are maintained with the manager/team

b. regularly based at home or another County Council/partner location for 2-3 days per week (averaged out over a month) 

c. mostly based in one location (not home) but occasional working in another County Council/partner location  (e.g. using a free desk when a meeting ends in an office to save travelling back to main base or working at a location near to home before going on to another location, again to prevent travel to base which is further away) 

d. occasional home-working or working from a partner organisation (e.g. preparing for an appraisal, work on a report, carry out a short piece of project work)

Contracts 

7. In case a) the contract of employment should reflect that someone’s base is their home and in addition a flexible working agreement should be filled in and placed on the individual’s personal file.  In cases b) and c) a flexible working agreement should be filled in and placed on the individual’s personal file (see Appendix C of the Flexible working/work-life balance policy).

8. In case d) there should be prior agreement from the manager about the arrangement and contact details agreed. 

Time Recording 

9. Working time should be recorded wherever it is worked from, in case a) travelling time is counted as working time (excluding the first/last journey to/from home). 

10. Employees working under one of the options of the flexiplace scheme must still complete their contractually agreed hours.  Extra time worked should be agreed in advance with their manager and dealt with under existing flexitime/TOIL/overtime arrangements.

Equipment
11. Equipment needed to enable an employee to work flexible should be purchased from the normal directorate equipment budget (also see paragraphs 26-30 re: Health and Safety). Detailed advice can be obtained from directorate ICT managers.

12. ICT support can largely be delivered over the phone.  If the problem cannot be fixed over the phone then equipment will need to be brought in for investigation and repair.  ICT staff will visit office/home locations where issues cannot be resolved over the phone or equipment can’t be brought in.

13. If an employee has their home as their permanent base, then it may be necessary to have office furniture provided if they don’t have their own that is suitable.  Lockable storage may need to be provided too.  It may also be necessary to install a phone line.  A declaration will need to be signed to say that it will only be used for business purposes and the contract will be between the supplier and the County Council.  Managers should check the bills to ensure that personal calls are not being made (see Appendix D of the Flexible working/work-life balance policy for declaration form).

14. If someone is found to be making personal calls using a business line then they may be liable for Tax/Ni and disciplinary action may also be taken.

15. If a mobile phone is required for business use again the employee must sign a declaration that they will not use it for personal calls.

16. If Broadband installation in the employee’s home is a business requirement then again a declaration will need to be made that states that the employee will only use it for business purposes and any personal use will be insignificant or incidental.  Again the contract should be between the County Council and the provider (again, see Appendix D of the Flexible working/work-life balance policy for the equipment and declaration forms).

17. If someone is found to be making substantial use of the Broadband facility for personal use then they may be liable for Tax/Ni and disciplinary action may also be taken.

18. Any necessary office consumables should be ordered through the usual channels and collected by the employee.

19. An inventory of council equipment issued to an employee working flexibly should be recorded and placed on the employee’s personal file.

Insurance

20. Employees who have agreed a flexible working arrangement with their manager are covered by the County Council’s insurance arrangements for employer’s liability and personal accident as if they were at work.

21. Advice on the insurance position for equipment can be obtained from the County Council’s insurance officer (??add contact details??).

Mortgage/letting arrangements, Council tax, home insurance and Capital Gains Tax

22. Individuals must check for themselves with their lender/agent and on any implications for Council Tax and business rates if they are spending any of their time working at/from home.

23. Individuals must also check for themselves if their home insurance policy is affected if they spend some/most of their time working from home.

24. Individuals should contact their tax office if they make building alterations and devote an entire room to their employment, as they could be liable for Capital Gains Tax if they sell their home.

Team meetings/Training 
25. Managers should ensure that team meetings and any training sessions are arranged so that someone working at home or another location can participate fully.

Health and Safety 
26. Most of the regulations made under the Health & Safety at Work Act apply to employees working at home as well as to employees working at County Council premises. A risk self-assessment (including a work-station assessment under Display Screen Equipment (DSE) regulations) must be carried out by the employee and electrical equipment supplied by the County Council should be regularly tested.

27. If an employee is fully based from home then the manager should carry out the risk assessment.

28. Managers should ensure that any actions required as a result of the self risk assessment are carried out promptly in consultation with directorate Health and Safety Advisers.

29. A copy of the risk self-assessment and agreed action plan should be sent to HR to be kept on the individual’s personal file.

30. The recommendations set out in the Health and Safety Executive publication Homeworking: Guidance for Employers and Employees on Health and Safety should be followed, and both the employee and their manager should read this – it is available at:

http://www.hse.gov.uk/pubns/indg226.pdf
Working at Home Allowance 
31. Only under the flexiplace option a) an allowance is payable to employees who are fully based at home.  This is currently £50.00 per month and is intended to compensate the employee for increased energy costs at home, and for household wear and tear.  The allowance attracts tax and national insurance deductions (apart from the first £2 per week). 

When an employee leaves the County Council

32. When an employee leaves it is the responsibility of their manager to ensure that all equipment is returned and contracts with service providers cancelled.

Travelling arrangements - reimbursement for work journeys

33. When an employee is working under option a) i.e. based at home then work journeys will be reimbursed. 

34. For other journeys where the starting or finishing point is the employee’s home, the normal arrangements apply. This means that, in most cases, when an employee travels straight from home to a location that is not their normal working base, the County Council will reimburse the cost of either (a) the journey from the normal work base to the first port of call or (b) the journey from home to the first port of call, whichever is the shorter. The same principle applies when an employee’s last port of call is not their normal work base.

Reviews and directorate arrangements 
35. Managers should schedule in regular reviews with employees working flexibly and review their working arrangements during the appraisal process.

36. This scheme may be supplemented by more detailed guidelines where appropriate within individual directorates.

Termination of a flexiplace option

37. If an employee wishes to terminate a flexible working option then they should discuss the practicalities with their manager.  If they can’t reach agreement then they should involve their directorate HR team.  Equipment should be returned and any contracts with providers terminated.

38. If a manager has concerns that a flexible working option is resulting in a loss of performance or impacting on an employees health then they should discuss this with the employee. If the flexible working arrangement is terminated then the manager should contact the directorate HR team.

Monitoring
39. The operation of the scheme will be monitored by Directorate HR Managers.

Steve Munn

Head of HR

February 1997

Revised March 05

C0 21-23 (07/01)

Related policies

Data Protection

Use of Information and Communication Technology

Health and Safety

Managing personal data guidelines for managers

Raising Concerns, Grievances and Whistle-blowing

Appendix C - Flexible working agreement 

This agreement details the flexible working arrangements agreed between

________________________________and______________________

(line manager)                                                (employee)

Working arrangements will take effect from _________________and will be in accordance with the County Council’s policy on flexible working/

work-life balance.

A review of these working arrangements will take place on _____________ or sooner if operational effectiveness or quality of service is adversely affected, or if there are other changes which require a different working pattern.  In these cases the provisions of the scheme can be withdrawn at any time.

Particular arrangements that will apply in this case are

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Signed_________________________Signed_____________________

          (Manager)

    
                       (Employee)

Appendix D - Equipment form to accompany a flexible working agreement 

(i) To be completed by the manager on induction or when a flexible working arrangement is set up

(ii) Keep on Employee’s file until employment is terminated or flexible working option ends

(iii) Complete during exit interview or when flexible working option ends (confirm items returned)

(iv) Return all documentation to directorate HR team.

Name…………………………………. ……… Post…………………………………………  

Line Manager………………………………

ITEM
ISSUED
RETURN/ TRANSFER




DATE
SIGNED BY
DATE
SIGNED BY
R/T
AUTHORISED BY









Mobile Phone







Pager 







Keys:

Front Door

Car Park

Room Key

Filing Cabinet

Desk Key







Card Key







Car Pass







ID Card (s)







Pocket Memo







Bus Pass







Uniform







Printer







PC







Additional Items







Please ensure that this form is completed and returned to your directorate HR team as soon as possible

Signature………………………………………………..…….

Print Name……………………………………………………

Date……………………………………………………………

(Member of Staff leaving)

Signature……………………………………………..……….

Print Name……………………………………………………

Date……………………………………………………………

Manager undertaking Exit Interview)

Declaration form – to follow

Appendix E – Manager’s check list for staff working flexibly

ITEMS TO CHECK

1) 
Employee expresses interest in working flexibly
COMPLETED



2) 
Hold informal discussion and ensure employee has read the flexible working/work life balance policy


3) 
Arrange follow up meeting after of completed application allowing time to get answers to points 4-8.


4) 
After consideration of application decide if:-

a) Agreement in principle subject to cost analysis

b) Rejection – what grounds.


5) 
Before speaking to employee, if 4b discuss issue with HR officer

If 4a, follow steps 6-8 before speaking to employee.


6) 
Carry out full cost analysis, including discussions with directorate staff.


7) 
Discuss all financial and other implications with appropriate manager.


8) 
Draw up planned timetable with approx. date when amendments to contract can commence.


9) 
Inform employee of outcome to application.


10) 
Agree points on hours being worked, changes to duties, reporting lines, nominated base, base from where he/she will collect or order stationery mail etc.  What equipment will be ordered and the approximate date if it will be set up in employees home.  How long the flexible working arrangement will last for.


 Agree review date.


 Agree the notice period to end the amendment to contract on either side.


11)
Agree start date of amendment to contract flexible working arrangement with employee.


12) 
Inform HR Officer of start date plus all points agreed in 10)


Arrange with HR officer to receive Working from Home Allowance if taking up option a) in Flexible Working Policy.


13)
Ask employee to carry out a self-assessment for hours at their flexible working location


14)
List all equipment for audit that is in employee’s possession home.


15)
Advise Health and Safety officer of any electrical equipment that needs annual check.


16)
 Advise all other relevant parties about change in working location and/or need to collect mail/order stationery etc.


17)
Change directorate records and advise others on strictly “need to know” basis of new contact address or telephone number.


18)
Inform ICT re: servicing of equipment and Administration re: payment of invoices and bills for telephone connection/rental/bills.


19)
Check that employee has advised mortgager landlord/insurers etc.


ANNEX F

Modern Workstyle Policy / Guidance for Flexible Working

Key Contacts and Responsibilities

(A)  Contacts

Directorate accommodation contacts are:

Resources/Chief Executive’s Office – Chris Mitchell; E&E – Paul Gerrish; L&C – Sue Tanner; S&HC – Sue Ryde; Community Safety – Mike Smyth.

Queries on HR, ICT, Health and Safety to appropriate Directorate Managers. 

General queries on the corporate Modern Workstyle Policy and Guidelines - Project Manager – Modern Workstyle.

Queries relating to specific Modern Workstyle projects should be referred to Modern Workstyle Working Group Members:

Project Manager – Modern Workstyle
Rob Harvey 
01865 815647

Human Resources
Angela Edward – Corporate HR
01865 816020

ICT
Amanda Joyce – ICT
01865 815926

Corporate Property Group
Keith Tong – CPG 
01865 816046

Health and Safety
Jeff Best – S&HC
01865 854423

Customer Service
Edward Bell– Chief Executive’s Office
01865 816293

(B) Responsibilities
These relate to all staff working in offices where Modern Workstyle has been applied and to those staff where flexible working has been introduced in addition.  For flexible working arrangements see also Annex E.

All staff, including managers, need to be aware of and comply with any County Council policies, procedures and protocols.

Individuals (Staff and Managers)

1. Each employee must take reasonable care to ensure safety and security of County Council equipment. Any equipment supplied by the Council should be used for Council work only. Only properly licensed software can be used for Council business.

2. Employees should carry out health and safety risk self-assessments (see Annex C) when working from a variety of locations.

3. Employees will be responsible for ensuring any necessary confidentiality, regardless of when and where they are working.

4. Employees are covered by the Officers’ Code of Conduct at all times during their employment.

5. Home-based workers need to inform their household insurers (home and contents) (paragraph 8 of Guidance).

6. Home-based workers need to contact their mortgage company/lender/letting agent, Local Authority (Council Tax, business rates) and their tax office if building alterations are being considered (paragraph 9 of Guidance).

7. Where balancing work and home life employees should ensure minimal interruptions to work times by friends and family.

8. Employees should submit accurate and regular time-recording in accordance with Directorate procedures.

9. Employees should ensure regular attendance at supervision and team meetings.

10. Employees should ensure that they are readily accessible during working hours and notify colleagues and customers of alterations to hours.

11. Whilst working within offices employees should observe the Office Etiquette and the Clear Desk Policy (Annex B).

12. Employees should raise any concerns about working arrangements with their line manager in the first instance.

Line Managers

1. Line Managers must proactively manage all staff reporting to them including ensuring varied approaches, as appropriate, for staff who are not office based. (Paragraph 6 of Guidance). This includes adequate arrangements to review working arrangements of all of their staff (Paragraph 11 of Guidance).

2. Line Managers must carry out the appropriate health and safety risk assessment for staff’s primary working base, i.e. for office based and Home-based staff.  This must include a full assessment of any risks associated to the working activity.

3. Line Managers must ensure early and thorough consultation with staff at all stages of any accommodation changes.

4. Dependant on the size and scale of accommodation changes Line Managers must ensure adequate liaison between their teams and others within services and Directorates including liaison with Directorate Business Managers.

5. Line Managers must consider requests from employees to work flexibly.  In assessing suitability for any flexible working Line Managers must take into account all relevant factors – individual, team and service (paragraph 4 of Guidance).

6. Line Managers must prepare the business case for the provision of any non-standard ICT or other equipment and pass to their Head of Service for approval for fully flexible/Home-based workers.

7. Line managers should make the necessary arrangements to arrange for the return of equipment from home-based workers who are leaving or are no longer operating from home, including the cancellation of any agreements, e.g. Broadband.

Directorate HR Managers

1. To act as arbiters in the event of difficulties not able to be resolved with Line Managers’/Heads of Service decisions on flexible working arrangements.

Heads of Service

1. To approve business cases for the provision of non-standard ICT and other equipment for fully flexible and Home-based workers.

2. To resolve any general difficulties/conflicts on Modern Workstyle arrangements and to ensure that their staff are engaged as broadly as possible.

Business Manager

1. To act as the primary link between Directorates and the Corporate Property Group on all related aspects (See “Contacts” above). 

2. To coordinate Directorate accommodation arrangements including implementing Modern Workstyle within their areas and reviewing the effectiveness of those arrangements.

3. To ensure that Directorate arrangements for Modern Workstyle comply with the corporate policy and principles and that Directorate arrangements for flexible working are clearly understood and consistently applied.
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