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Policy

· This policy can be issued to employees to explain the company’s stance in relation to agile working. 
· If you would like to make any amendments to this policy please do contact our HR Policy & Documentation team on 0161 819 4671 who will be happy to bespoke this to your requirements.  
· [bookmark: _Hlk137215487]Need additional training? Click here to access your free CPD accredited e-learning sessions available on GLU e-learning.
· [bookmark: _Hlk137215350]Have you tried BrAInbox yet? For quick answers to your HR and health & safety questions, try our innovative AI based platform, BrAInbox. Just type in your question and get your answer, fast. Try it today



Agile Working Policy
 
A) INTRODUCTION
The organisation recognises the need to develop modern working practices, with the aim of implementing flexibility that can enable employees to maintain a stronger work life balance. It also recognises that there may be occasions where increased flexibility can be of great assistance to employees in both undertaking their role and balancing outside commitments.  

Agile working is a term used to describe employees conducting their usual job role from varied locations which can include but are not limited to the usual place of work. The organisation expects that, with this added degree of flexibility, employees will be better equipped to respond to, and manage, the demands of everyday working life alongside any temporary additional demands they may face due to external factors. 

This policy outlines ways in which employees can work flexibly from varied locations on a temporary basis if and when business need permits or requires this. It provides a framework of consistent and fair practices on issues that need to be taken into account when considering agile working.

B) SCOPE OF THIS POLICY 
This policy applies to all employees of the organisation, subject to the exceptions and eligibility requirements outlined below. 

The following members of staff are exempted from this policy:

· (CLIENT TO INSERT DETAILS EG ELECTED REPRESENTATIVES)

To be eligible to be considered for agile working, employees generally need to meet the following:

(CLIENT TO DELETE/AMEND AS APPROPRIATE) 
· they must have successfully completed the probationary period attached to their job role
· their role must not involve supervisory duties that require undertaking in person alongside the team members involved that would be adversely affected by agile working
· their home environment must be deemed suitable 
· their recent appraisal must not have been marked as unsatisfactory
· their disciplinary record must be clean. 

Eligible employees who wish to undertake a temporary period of agile working should speak to their manager to confirm eligibility. Once they have this confirmation, they can later submit requests for agile working. 

A request should provide at least 48 hours’ notice to their manager. Management reserve the right to refuse the request. 

It should be understood that the nature of agile working will depend upon the specific role of the employee concerned. All forms of agile working must be cost effective and not serve to increase the workloads of other members of staff. Considerations of its implementation will consider business need and the specific requirements of its customers/clients. 

Where employees meet the above eligibility requirements and fall into the same team, or are undertaking work on the same project, they will be treated consistently to ensure they have the same entitlements. 

Ultimately, the final decision on whether agile working will be permitted in any given situation will rest with the organisation. Its length and application will also be set by the organisation. 


C) BENEFITS OF AGILE WORKING 
The organisation recognises that agile working provides numerous benefits, both to management and to its employees. This can include, but is not limited to, the following:
· improved employee morale 
· increased productivity 
· keeping overheads down through reduced numbers of staff in the workplace 
· enabling staff to continue conducting their role if the usual place of work becomes temporarily unavailable to them.

D) TYPES OF AGILE WORKING 
Work activities will generally be carried out in the organisation’s normal workplace, which can be found at the address as outlined within the statement of main terms and conditions. 

Agile working will therefore be permitted on an ad-hoc basis, meaning it will not follow a regular pattern, will be combined with working from the organisation’s normal workplace and is subject to the prior approval of a line manager. Employees who undertake agile working will still be expected to work their core normal hours (optional) subject to further discussions with management. 

Agile working may be granted as part of a phased return to work after family leave, such as maternity leave, or sickness absence, or be a temporary arrangement due to family commitments or domestic circumstances.
The different ways in which agile working will be permitted will depend upon the needs and requirements of the organisation. Generally, it will permit the following arrangements:

·  (CLIENT TO INSERT DETAILS, EG HOMEWORKING, WORKING FROM A DIFFERENT OFFICE, WORKING IN THE COMMUNITY)
E) MANAGER RESPONSIBILITY 
It is the responsibility of management to determine the work styles of agile working that will apply to specific posts. They will consider all necessary information to determine which work styles the post in question could fall into. Steps will be taken to provide all equipment necessary for employees to undertake their role. 

Management will plan to keep in regular contact with staff during a period of agile working and, specifically, to encourage them to come forward with any issues they may be having. Agile working may not work for everyone and the arrangement will be regularly reviewed and terminated if necessary. 

Managers will work to agree with employees how they will monitor their performance within the period of agile working. This may include setting of key targets, holding of regular meetings and ongoing performance reviews.

F) HEALTH AND SAFETY PROVISIONS 
The organisation will work to ensure that usual health and safety provisions are adhered to in all locations involved in agile working. This will include conducting risk assessments of the proposed working environments where necessary to comply with legal provisions, such as undertaking a Home Working Viability Check to ensure the employee has the ability to work safely from home and any equipment issued by the company can be set up and used in a safe manner. 

If an employee’s health condition or impairment is likely to be within scope of the Equality Act 2010, management will ensure that a Personal Risk Assessment is undertaken in a sensitive manner to identify and implement any reasonable adjustments necessary that will assist them in carrying out their role.





G) EMPLOYEE RESPONSIBILITY 
Employees who are working remotely may not be as regularly observed by management, meaning that an element of trust will need to be maintained between all parties for the agile working arrangement to work. 

It is the responsibility of employees to make sure any agile working arrangement does not impact upon their productivity and output. If it is found that this is the case, the organisation will review the effectiveness of the arrangement and disciplinary action may be taken. Employees must also ensure that they comply with usual policies on absence and sickness. 

Employees must ensure that they take rest breaks during their working shifts in line with the organisation’s usual policies. This is to ensure their continued wellbeing and continued compliance with government regulations. Again, if it is found that appropriate rest breaks are not being taken, the effectiveness of the agile working arrangement may be reviewed. 

Employees working from home need to ensure a safe working environment that complies with the organisation’s policies on health and safety. This includes adherence to Display Screen Equipment (DSE) regulations. 

Employees who are working from other buildings separate to the usual workplace are expected to leave their workspace clean and tidy following use and remove all personal items. Standards of hygiene will be expected to be maintained throughout their period of working in this environment. 

Agile workers need to remain fully contactable by management during their working hours.

Additionally, all confidential information relating to the organisation needs to be kept secure in line with its data protection policies. If it is found that the agile working arrangement has resulted, or has the potential to result in, a data breach, the arrangement may be terminated and those responsible could face disciplinary action. 

H) EQUIPMENT PROVIDED 
All employees will be provided with equipment that can be removed from the usual workplace for the purposes of agile working. This equipment is as follows:

· (INSERT DETAILS EG MOUSE, KEYBOARD, BLUE TOOTH HEADSET, LAPTOP ETC)

Additional equipment may be provided at the agile working locations and should not be removed from the location. This equipment is as follows:

· (INSERT DETAILS EG MONITORS, OFFICE FURNITURE ETC)


I) FLEXIBLE WORKING AND PERMANENT REQUESTS 
It is understood that agile working is to be permitted on an ad-hoc basis and does not represent a permanent change in working conditions. The organisation will therefore only consider such an arrangement within specific circumstances. 

Employees have the statutory right to make a formal request for flexible working from day one of employment, which can involve changes to the usual place of work such as working from home permanently. In these situations, such a change would be considered permanent by both parties until a separate agreement is reached to change it further. 

The organisation does not have to agree to such a request but will carefully consider it and consult with you as part of a discussion following receipt of your application unless we notify you in writing of agreement to the variation. We will provide sound business reasons should we decide to refuse your request. Employees will be granted leave to appeal against this decision as soon as is reasonably practicable. 

Employees should note that a maximum of two formal requests for flexible working can be made during any 12-month period, regardless of whether a previous request was accepted or rejected. Informal requests may be considered in the intermittent time; however the organisation will be under no obligation to follow the formal procedure. 

For further information on making a flexible working request, please read our separate Flexible Working Policy.
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