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Agile Working Policy 

The world of work has evolved hugely, more so than ever with the rapid shift to working 
remotely during the COVID-19 pandemic. The needs of our members and officers and the 
responsibility on us as an employer have dramatically shifted. We have transformed rapidly 
to accommodate change and we continue to evolve. In doing so we need to ensure our 
members and officers are not only equipped to achieve the strategic aims and vision of the 
Council but also supported through this evolution and trusted to adapt with us. It is important 
that member and officer wellbeing is protected, and we promote a positive working 
environment with happy people who are motivated, valued and have a good work/life 
balance.

Policy Aim 

The aim of this policy is to provide a framework for effective working practices based on 
work as an activity not a place. This will be achieved by empowering members and officers 
to work at the location and time which meets business demand and best supports the 
efficient and effective delivery of high-quality services. 

Policy Summary

This policy sets out an overall framework for agile working, to support members and officers 
to carry out duties in a more efficient and effective way. 

Responsibilities 

All members and officers will:

 Be aware of the Council’s approach in respect of Agile Working
 Work within the agreed principles established by each Team Charter 
 Abide by the Council’s various Health & Safety policies and other relevant policies 
 Proactively engage in any new working arrangements 

Managers will:

 Be responsible for facilitating a culture and environment where officers can work in 
an agile way to enhance service delivery

 Monitor flexible working and management arrangements within their teams
 Establish Team Charters to ensure expectations are understood
 Promote positive mental wellbeing 
 Set clear expectations for all officers and manage performance on outcomes 
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Introduction

The Council is committed to providing an agile working environment for members and officers   
to empower them to work at the location and time which meets business demand and best 
supports the efficient and effective delivery of high-quality services. 

 Agile working will give members and officers the opportunity to work remotely in a 
range of locations. We want to enable our people in spaces and places, to connect and 
work smarter to enhance service delivery. 

 In Elizabeth House, we aim to have distinct working areas enabling people to work in the 
environment that best reflects the nature of their task and its delivery – eg. Whether it 
needs collaboration with colleagues, or a quiet thinking space.  These areas are expected to 
be bookable in advance and will encourage cross-working and strong professional 
relationships between collegues/teams, rather than silo working.  There will be only a few 
exceptions to the general principle that no area is solely dedicated to one team: any team or 
individual can book space in the different working areas.  It is accepted that some work will 
need more collaboration than others, therefore if you have work that you can do outside of 
Elizabeth House you are empowered to undertake that remotely. Elizabeth House will then 
in effect become the ‘hub’ for shared and collaborative working. 

 Members and officers are enabled to work in other locations (‘in the field’) when this 
is appropriate.  For example, in other Council offices, partner offices, public spaces 
(such as coffee shops) or at home.  The rules remain the same as pre-Covid19: 
attention needs to be paid to the security of the location and IT connectivity; ideally 
all documents should only be viewed electronically, and paper should never be left in 
other locations.  

 Agile working will enable and empower officers to focus on delivering outcomes as 
set by the council, aligned to a high-performance culture.  All jobs are designed to be 
done within the contractual hours on which a worker is employed.

 Agile working for members and officers means that the transfer of information will 
continue to be shared digitally – i.e. over a video-call when face to face isn’t 
necessary.  This will continue to be supported by written reports and/or email. 

 This policy has been developed to support and enable the effective management of 
all Breckland Council employees by demonstrating a consistent and clear process for 
agile working.
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 It is an accepted principle that no employee should suffer a financial detriment, or 
make financial gain, through the application of this policy. For travel expenses, staff 
will retain a contractual work base.

 A Health and Safety Risk Assessment will continue to be carried out at least annually 
or when any changes are made to the workspace or when requested. 

 When working from home, even if it is only on an ad-hoc basis, employees must 
ensure they have a suitable workspace with adequate security, seating, space and 
screening from noise in the rest of the home. 

 Related policies should be taken into account for agile working, these include: 
o Travel & Subsistence
o Health & Safety 
o Code of Conduct 
o Capability (Performance Management)
o Managing Absence

Purpose
Agile working will break down the barriers of site-specific working, so members and officers 
are empowered to work at the location and time which meets business demand and best 
supports the efficient and effective delivery of high-quality services. 

For example, if it best meets the business need, officers can work 'in the field', from home, 
or another location, rather than being restricted by coming into a central office, providing 
conscious travel options which seek to actively reduce unnecessary travel (supporting the 
sustainability strategy). 

This document provides the framework for consistent and fair practice on issues to be 
considered when managing officers in an agile working arrangement. 

Working arrangements should always be discussed and agreed between the manager and 
officer to ensure business needs are met and that the arrangements are beneficial to the 
customer, the Council and the team. All staff are encouraged to maximise agile working but 
it is understood that the needs of the business come first. 

Duties 
There is no blueprint for each team to follow. Managers will need to establish the best way 
of supporting their team to achieve the maximum benefit from agile working. The most 
appropriate place for an officer to undertake their work will vary across teams and may 
change from one day to the next. 

Managers – are responsible for acting as agile champions. Managing agile workers will bring 
different challenges to managing staff that regularly attend a single office base and are seen 
every day. Establishing effective team communication and trust between managers and 
officers is vital. 
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 Regular formal and informal contact, which may not need to be “face to face”.
 Monthly 1-1’s with a clear focus on objectives setting and outcomes.
 Continuous management of team and individual performance, including regular 

review of agreed Team Charter working practices, and appropriate action where 
appropriate behaviour is not displayed. 

 Regular review of health and well-being of individuals, including consistent application 
of the Absence Management Policy and Procedure where necessary.

 Ensuring staff are working in the most effective location/s to achieve individual and 
team objectives.

 Ensuring the Agile Working Policy, together with other policies which have an impact 
on agile working are applied consistently.

 Provision of a suitable working environment, including the provision of means of 
communication and support with colleagues and line managers. This could include 
regular weekly team meetings.

All Staff
 Demonstrate behaviours that are professional, considerate and in accordance with 

the Council’s Code of Conduct when dealing with colleagues, members, stakeholders, 
service users and members of the public.

 Maintain focus on needs of the service, and both service and individual objectives and 
outcomes.

 Be responsible for working within agreements made and abiding by all Council Policies 
and Procedures

 Responsible for maintaining the security of all Council owned equipment and always 
abide by its ICT Policies.

Working Arrangements

Support 
Managers should be aware that some staff may be uncomfortable with change. They will need 
extra support with the new ways of working. Both managers and officers must be willing to 
engage in joint problem solving and troubleshooting to ensure the new working 
arrangements are effective. Both parties are responsible for maintaining good working 
relationships and for regularly reviewing the arrangements. 

Communication and Contact 
All officers are provided with laptops with email, calendar and collaboration software from 
the Microsoft Office365 solution (including Teams) also providing video & audio 
conferencing, chat, and document sharing. Employees must be contactable in the same way 
as if they were in the office. Arrangements should be made for effective communication to 
be maintained between employees, line managers and colleagues regardless of their 
physical location.

It is essential for regular team meetings to be held in order to develop and maintain 
relationships. Communication and support channels must also be made available. 
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Electronic diaries are to be used at all times and they must be up to date and open for 
members and colleagues to view suitable details of location and commitments to help with 
efficient time-booking. Officers must ensure that their contact details are up to date, including 
the publication of mobile phone numbers. 

To ensure members, managers and residents can make contact whilst working in an agile 
environment, all mobile phones should be ON whilst working and on divert when out of the 
office. 

We encourage all meetings between members and officers to be arranged in advance where 
possible (which can be face to face, on a video call or in the field).

Hours of work/availability 
There must be clear times during which the officer is available for contact and it is a 
requirement for all officers to make regular contact with their manager to check in and stay 
connected. To ensure staff are safe when attending site visits and working remotely 
individuals are required to make contact with their manager.

At the same time, managers need to be aware and agree boundaries about acceptable and 
unacceptable contact through the development of Team Charters. All officers have the right 
to privacy out of hours. 

Managers may request officers attend meetings at different locations if required, ensuring 
that adequate notice is given. 

If working out of normal working hours, officers should log this with their manager. In the 
event of an accident, it is important to be able to ascertain, for insurance purposes, whether 
an officer was working or not. Any overtime working must be agreed in line with the Council’s 
established procedure.  

Absence Reporting 
The Councils Managing Absence procedure applies to all officers regardless of their work style 
or base. If a member of staff is not well enough to work from an office it is deemed, for the 
purpose of being available to work, that they are also not well enough to work from home. 
Staff are responsible for contacting their managers, by telephone, before they are due to start 
work. Managers are responsible for ensuring that arrangements for sickness absence 
reporting within their service are in place and must agree reporting arrangements with their 
team. 
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Performance Management 
Managers need to agree measurable outcomes with all team members and what constitutes 
effectiveness for their service areas. This should cover issues such as productivity, quality of 
work, service standards and timelines/deadlines. These will need to be regularly reviewed by 
both manger and officer in accordance with established arrangements. 

The most effective way of monitoring the work of officers is to concentrate on outcomes 
rather than time spent at their workstation. This relies less on traditional command and 
control management and focuses more on collaborative working through agreement and 
regular monitoring of clear, realistic, and achievable objectives.

Employees need to understand:
 What they are expected to do
 The method of agreeing/monitoring workload
 How success will be measured
 How this feeds into the performance management process
 What communication is required from them; and 
 How the line manager will communicate with them

Under performance will be managed by the Capability policy and procedure. 

Training and Development Opportunities 
All officers (and members) can continue to access training and development opportunities 
and will not be adversely affected by their working arrangements. The Council runs training 
sessions to prepare staff for agile working, these should be accessed by both managers and 
officers.

Through 1-1’s managers will ensure that staff who work in an agile way receive appropriate 
training in areas specific to them. 

Induction 
It is essential that all employees have a structured and full induction period within the first 
few weeks of their employment. For new staff, effective induction may initially mean 
spending more time in the office. 
 
Equipment 
SMT are responsible for maintaining a list of all equipment being used by officers. All 
equipment provided by the Council for work purposes must be kept secure and stored safely. 
Officers have a duty of care to take all reasonable steps to safeguard equipment from loss or 
damage.

Valuable objects, such as laptops, should not be left unattended in motor vehicles or bags. 
Failure to do this will result in disciplinary action. 
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Data Security and Confidentiality 
All current policies applying to data security and confidentiality continue to apply when 
working in an agile way.

All officers have a personal and professional responsibility to always keep information safe 
and secure. The amount of confidential information carried should be carefully controlled and 
employees must adhere to the requirements of relevant policies and standards regardless of 
the working environment.

Officers should not take paper based confidential information home.

Expenses 
Travel: All staff will continue to have the office as their base of work for travel claim purposes. 
Officers may choose to work from a different location to allow for improved time efficiency 
and to provide more effective service. Mileage and/or other travel costs will not be paid from 
home to any office base. On the occasions where an employee visits a site on the way to their 
base of work, the claimable mileage is the total mileage undertaken less the normal mileage 
between home and the office base. The same arrangement applies where an employee does 
not visit the office base and spends a full day on a site visit – the claimable mileage is the total 
mileage undertaken less the normal return mileage between home and base. It should be 
noted that each day stands on its own for the purpose of calculating claimable mileage. 
Agile workers cannot claim mileage which they would normally undertake when travelling 
from their home address to the designated work location. 

Member and officers are empowered to work at the location and time which meets business 
demand, rather than being restricted by coming into a central office, providing conscious travel 
options which seek to actively reduce unnecessary travel (supporting the sustainability strategy). 

Management Arrangements 
Managers reserve the right to review and decline any Agile Working arrangement, for 
example due to reasons which may include, but are not exclusive to:

 Job Role
 Job Grade
 Service Need 
 Level of authorisation/supervision required for job role
 Performance Issues 
 Departmental cover arrangements
 Safe minimum staffing levels 

Fairness and Consistency 
As each service offering is different a ‘one size fits all’ approach cannot be applied, service 
delivery remains the priority. Although most officers will have access to agile working, the 
way in which they work may be different. 
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Review
Not all agile working arrangements may have the impact desired from the service point of 
view or the individual’s point of view, they are open to review at any point. 
Managers will only stop agile working arrangements for sound business or performance 
reasons and after consulting fully with the employee.

Health and Safety 
A Health and Safety Risk Assessment will need to be carried out at least annually or when any 
changes are made to the workspace. 

When working from home, even if it is only on an ad-hoc basis, employees must ensure they 
have a suitable workspace with adequate security, seating, space and screening from noise in 
the rest of the home. 

It is the individual’s responsibility to arrange a home workstation assessment before formally 
commencing agile working. 

Fixed Hours 
Some officers have fixed working hours in their contract and if this is the case agile working 
may not apply. The remaining staff will arrange their working hours to suit the needs of the 
service, but must always make sure they have the statutory breaks: 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.

Training and Support 
Training for managers and all staff on Agile Working is available and can be accessed by 
contacting Trainingteam@breckland.gov.uk

mailto:Trainingteam@breckland.gov.uk

