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Joint Procedure – Agile Working

(Public Protection Scheme)

1. Introduction
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The Councils recognise the need to develop modern working practices which shall 
enable officers to maximise their performance whilst maintaining a positive work life 
balance.

The Councils seek to strike a balance between the demands and pace of the officers 
work and personal commitments. 

The Councils expect and encourage officers to identify opportunties where working in a 
different way can be successfully implemented in such a way that organisational and 
individual performance may improve, in order to enhance services to the public and/or 
reduce costs.

This procedure provides a framework for consistent and fair practice on the issues to be 
taken in to account when considering agile working arrangements, the nature of which 
will depend on the role undertaken.

The benefits of agile working are considered to include:

 Improved employee retention;
 Increased productivity;
 Reduced cost of accomodation and other overheads;
 Work life balance opportunities;
 Increased opportunity for flexible working opportunties;
 Greater collaboration between partners;
 Improved customer service;
 Supporting providing the right services at the right time

The overarching principals of the procedure which will assit the Councils in transitioning 
to and succeeding with Agile Working are:

T Trust your people Be open to change, build effective relationships, 
prioritise and delegate.

R Reward output, not input Plan ahead, set clear objectives, inspire and motivate 
your staff and be sensitive to changing needs.

U Understand the business case Be aware of trends, consider your stakeholders 
needs, support technological competence and 
influence change.

S Start at the top Show willingness to change, let go of old ways of 
working, lead by example, demonstrate time 
management.

T Treat people as individuals Appreciate differences, show responsiveness, and 
adaptability.

2.  Definitions
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Agile Working The ability to work flexibly across locations, whether it be from 
a Council building, in the community, from home, a 
combination of these or otherwise.

Hot Desking Provison of access to a desk space and relevent ICT 
equipment, though the same desk and equipment may be 
used by other officers. Hot desk users do not have a fixed 
workstation.

Core hours Set hours in which officers must undertake their duties, 
regardless of individually agreed working arrangements.

Home enabled Officers who have the ability to work from home where 
advantageous to do so, but who are not contracted to do so.

3. Roles and Responsibilities

Officers responsibilities

Officers are responsible for:
 Maintaining clear desks which are clean, tidy and suitable for other officers to work 

from;
 Being considerate of other officers who may use facilities, replacing communal items 

as they become depleted;
 Visiting the office as required for planned events i.e. team meetings;
 Where agreed ad hoc, visting the office as necessary on unplanned occasions i.e. 

cover resulting from sickness absence or unanticipated surges in workload;
 Ensuring that all Council equipment is kept secure;
 Ensuring that all Council information/data is kept secure and confidential. In 

particular, any portable storage device in use must be encrypted, laptops must not be 
left unattended in public view/access areas and wherever possible unavoidable 
paperwork must be transported securely;

 Remaining contactable;
 Keeping electronic diaries up to date for service provision planning and health and 

safety purposes;

Manager/Team leaders responsibilities

Managers/ Team leaders are responsible for:
 Assessment of roles for suitability to work on an agile basis, and within which 

category of working;
 Promotion of agile working solutions;
 Liaising with ICT and facilities to ensure that appropriate (and secure) equipment is 

made available to all officers;
 Ensuring that officers are able to access relevent training and development;
 Ensuring the health, safety and wellbeing of all officers in line with approriate Health 

and Safety policies and procedures.
 Ensuring suitable storage facilities for officers in order to support the operation of 

desk sharing and the clear desk policy;
 Ensuring that no officers work excessive hours in any one day;

Executive Managers/Chief Officers responsibilities
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Executive Managers/Chief Officers are responsible for:
 Promotion of agile working solutions;
 Oversight and responsibility for the procedure

4. Statutory Application and/or Constitutional Requirement

Relevant legislation:
 Employment Rights Act 1996
 Equality Act 2010

5. Procedure

The following procedure applies to all staff, but the principals are intended to present such 
flexibility that staff will not be adversely affected and can, if they so wish, continue to work to 
a traditional pattern. 

The application of agile working shall be subject at all times to ensuring the continuance of 
service provision. For avoidance of doubt, where an individuals preferred working 
arrangements may compromise service delivery, said arrangements may not be approved 
by the line manager.

Criteria for selection for agile working

Each position shall be considered by its manager acording to the potential impact on the 
service area, including consideration of client/customer needs and the effect on work 
colleagues, and who shall determine the appropriate category for the position to fall within. 
Where groups of officers undertake the same role, each shall be provided with the same 
entitlements.

In addition to the necessary working environment, consideration will be given to any 
anticipated:

 Effect on ability to meet client/customer demand;
 Ability to organise work among existing employees;
 Impact on work quality or performance;
 Service reviews;
 Impact on work/life balance;

The working style chosen should encourage greater levels of empowerment, in support of 
which there must be clear objectives and measurable outputs, which are regularly set and 
reviewed between manager and officer.

The cost of any change in working style, should not be beyond that expected in maintaining 
a comparable role within the office.

There should be no increase in workload for officers indirectly affected by the change.

Agile working categories
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Agile working is considered to be broadly split into three categories, although individual 
working arrangements therein may vary. The ability to work from home on an ad hoc basis 
(known as “home enabled”) will not affect the category in to which an officer falls.
The following categories are separate from those arrangements which apply to 
homeworkers, who are contractually engaged as such.

Static Working

This category is typically held by officers whose work requires them to spend the majority of 
their time in a fixed location i.e. their normal place of work, although there may be 
occassional requirement to travel.

These officers are, due to the nature of their role, required to work in a fixed location for the 
majority of the time and will not usually be able to share a desk. Managers shall identify such 
workers and allocate a static desk location to them.

However, where the static worker is not in attendance, their workstation becomes a hot desk 
for use by other officers at need, with special regard given to workstations which have 
required reasonable adjustments to be made to them.

Dynamic Working

This category is typically held by officers whose work may require them to demonstrate ad 
hoc flexibility in order to efficiently undertake their role.

These officers, due to the nature of their role and time spent working from variable locations, 
will often not require an allocated desk. However, mobile ICT equipment (laptops, mobile 
phones etc), shall be issued to such officers in order to ensure that they are able to work 
from all viable locations.

Mobile Working

This category is typically held by officers whose work does not require a fixed location i.e. 
those that work within the community. Mobile workers are provided with the necessary ICT 
equipment to be able to work form a variety of locations, including Council/non-Council sites 
or from home.

Mobile workers will be expected to hot desk when required in the office.

All mobile workers will have a defined, fixed place of work for the purposes of expenses.

n.b. There is no requirement for officers in any category to work from home. Any officers 
required to do so will be employed specifically as homeworkers, which will be dealt with 
under the terms of the relevant procedures.

Working Hours

All officers will have a defined working pattern for the purposes of their contract of 
employment,  booking leave and enabling salary payment therein. 

A method of time recording will be implemented and all staff will be required to maintain 
records of hours worked and leave taken etc.
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Requests to vary contractual working hours will be treated in the usual way and in 
accordance with Flexible Working guidance.

However, the nature of the working pattern will in practice vary to provide balance between 
the needs of the Council/service and the officer. 

To ensure maximum flexibility and agility, officers employed as subject to this procedure 
shall be exempt from the requirement to work “core hours”, although the remaining clauses 
and benefits of the flexitime procedure shall remain in effect.

It is essential that such working patterns are planned and agreed in advance (accepting the 
need for reactive work at times), to ensure that the team is able to rest as appropriate. Hours 
of work should therefore be agreed with the manager in advance, allowing officers using 
their home to work in, to have the right to privacy out of hours and to support the separation 
of work and private lives.

Variation of agreed working patterns must be agreed with managers in advance.

Hours of work may be subject to ICT system availability. Wherever possible, officers will be 
advised in advance of system unavailability i.e. due to planned maintainance.

Rest Breaks

Officers must take a minimum of a 30 minutes rest break during their shift if their total 
working time exceeds 6 hours. Such breaks must be taken during their work period, not at 
the beginning or end.

Wherever possible, officers should take these breaks away from their workplace/work 
station.

Additionally, officers must ensure that they have sufficient time off between working days to 
meet the requirements of the working time directive, that is; 11 consecutive hours’ rest in any 
24 hour period.

All such breaks are unpaid.

Performance Management

Managers must agree with their officers, 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, in line with the Councils’ appraisal process.

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.

Health and Safety
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Managers must ensure that:

 They are aware of and compliant with the relevant health and safety policies and 
procedures;

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

 That concerns are raised promptly and through appropriate channels.

Meetings with clients/customers must not under any circumstances take place at the 
officers home.

Anyone using a workstation as a hot desk which has had adaptations/reasonable 
adjustments made to it must ensure that the workstation is returned to its original state if 
anything has been changed.

Maintaining Contact

It is expected that regular 1:1’s, appraisals and similar will continue to take place, with times 
and venues agreed between the officer and their manager. Where possible and agreed as 
advantageous, officers are encouraged to make use of alternative technological solutions to 
support maintaining contact, such as facetime or lync.

Face to face contact will still be required at times, and as such, officers are encouraged to 
regularly attend events such as team meetings and all staff briefings.

Overtime

Overtime shall only be payable for work which is required to be undertaken between the 
hours of 0000 hours on Saturday to 0600 hours on Mondays.  Overtime will also be 
payable on Bank/Public Holidays through to 0600 hours the following day. Overtime shall 
be paid in accordance with the employing councils overtime rates, as set out in Appendix 1. 
In all cases overtime must be agreed with the officer’s manager in advance of it being 
undertaken. 

It is accepted that officers may wish to receive time off in compensation for such additional 
hours worked rather than receive payment. Under such circumstances, the same rules as 
above shall apply and the hours worked shall be added, at the applicable overtime rate, to 
the flexitime record of the officer in question. Thereafter, any such hours shall be treated in 
accordance with the flexitime scheme in operation at the time.

Unsociable hours

Working between the times of 2200 hours and 0600 hours Monday to Friday (with the 
exception of bank/public holidays) is considered to be in “unsociable hours”. Any officer 
necessarily working between these hours, with the prior agreement of their manager, may 
claim an unconsolidated payment of £20 (gross) per occurrence, in addition to flex credit for 
the hours worked.  The unconsolidated payment will be reviewed periodically in line with 
the budget setting process 
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Time and expenses

An officers “normal place of work” must be agreed in advance and will be detailed in the 
officers contract of employment. 

Travel expenses shall only be paid for mileage incurred in excess of the shortest route 
between the officers home and their normal place of work. The same principle shall apply to 
the claiming of working time.

It is important that officers limit their travel where possible, in order to contribute to the 
financial and environmental benefits of agile working.

Review of agile working arrangements

Any agile working arrangements are subject to review at any time, but should as a minimum 
be reviewed as part of the annual appraisal discussion.

If problems arise for either party, it may be necessary to terminate the arrangement as soon 
as is reasonably practicable, but providing the officer with no less than 1 months notice, 
unless mutually agreed otherwise.

6. Complaints or concerns

In the event that an officer is dissatisfied with any aspect of their agile working 
arrangements, they should in the first instance, raise this with their manager. If this is not 
possible, the officer should refer to their service manager or Human Resources as 
appropriate.

7. Equal opportunities

In line with its equal opportunities and dignity at work policies, the organisation will take 
steps to ensure that this procedure is not used in a discriminatory manner. The organisation 
will take steps to ensure that employees' dignity is respected at all times.
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8. Appendices

Appendix 1 – Overtime rates

BDC

Any hours paid as overtime shall be paid at single/plain time where the officers’ total weekly 
working hours have not exceeded 37 for the week in which the work is undertaken. Overtime 
for hours in excess of 37 per week shall be paid as follows:

Grade Saturday Sundays and Bank/Public 
Holidays

11-9 Time and a half Double Time
8-4 Single/Plain time (only available in exceptional circumstances)
3+ Not Applicable

In all cases, overtime must be agreed with the officer’s manager in advance of it being 
undertaken. 

Overtime may only be claimed in half hour increments. Where time worked has exceeded 
such an increment, this excess time may be added to timesheets.

SHDC

Employees, in receipt of basic pay at or below spinal column point (SCP) 31, who are 
required to work (a) beyond the full-time equivalent hours for the week in question or (b) on 
Sunday or (c) at night or (d) on public holidays are entitled to compensation as set out in 
sub-paragraphs (a) to (d) below.

(a) Employees who are required to work additional hours beyond 
         their working week:

Saturdays  time & half
Sundays & Public Holidays double time

(Part-time employees are entitled to these enhancements only at times and in circumstances 
in which full-time employees would qualify.  Otherwise a full working week for full-time 
employees shall be worked by a part-time employee before these enhancements apply).

For some posts, for example Technicians at the South Holland Centre, this will be averaged 
over a period of say 8 weeks. 

For posts above SCP 31 additional hours may be paid for planned overtime or if part of a 
local agreement for example “call out” arrangements.

 
(b) For work on a Saturday and/or Sunday as part of the normal   

         working week:

Saturday no enhancement
Sunday time & half.
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Employees in post as at 31 March 2002 and in receipt of enhanced payments under the 
former national condition for Saturday/Sunday working as part of the normal working 
week will receive personal protection of those enhanced rates for so long as they are 
employed by the Council in that particular post.

(c) For night work as part of the normal working week no   
         enhancement will be paid.

(d) Employees required to work on a public or extra statutory holiday shall, in 
addition to the normal pay for that day, be paid at plain time rate for all hours 
worked within their normal working hours for that day.  In addition, at a later date, 
time off with pay shall be allowed as follows:

Time worked less than half the normal working half day
hours on that day

Time worked more than half the normal working full day
hours on that day.


