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INTRODUCTION

The Council recognises the need to develop flexible working practices to enable employees to maximise their performance and productivity in order to deliver Council services, whilst maintaining a good work life balance. In addition, new technologies are making it easy to access information remotely, work from a variety of locations, whilst promoting a more joined up service.

The Council’s core business is to provide services to our communities. Where these services can only be provided by staff working at a particular location or facility, the requirement for staff to be present at that location will remain. 

However, hybrid working provides employees with more options with regard to where, when, and how they undertake their roles by introducing more opportunities to flex locations and times of work whilst ensuring that the needs of the service and customers are best met. 

It allows staff to influence how they carry out their role and promotes varying levels of flexibility within the workplace. It is based on the concept that work is principally an activity we do, rather than a place we go to. 
It must be noted however, that there is no expectation for staff to work at home and managers cannot force any member of their team to do so. It has been recognised that personal circumstances or personal preference may influence an employee’s decision with regards to home working. An employee may be asked to work from the office by their line manager, this is a reasonable request and may be required for service delivery or a team requirement.  
A hybrid working environment not only relies on IT infrastructure but also on staff engagement and how managers engage with each member of their team to ensure the successful adoption of this new way of working. 


POLICY STATEMENT
This policy sets out the Council’s approach to hybrid working, which allows employees to split their time between attending the workplace and working remotely subject to service needs. Hybrid working is an important element of both our:
· strategy for adapting to, and thriving in, the new working environment 
· commitment to supporting a positive work-life balance for our employees.
PRINCIPLES OF HYBRID WORKING 

Introducing hybrid working practices will involve developing a new work culture. It is not about doing things in the old way– it is about new ways of working using new tools, new processes, and new approaches to management and teamwork. This requires different types of behaviours and different expectations about how work is done.
The Hybrid working principles at the Council are: 
· All decisions regarding hybrid working will start from what provides the best possible outcomes and services for our residents, service users, customers and stakeholders. The immediate line manager will ensure the arrangements work for service delivery with an awareness of wider service needs that need to be met.

· The best possible service should be maintained for residents and service users, both now and in the future 

· All plans to work flexibly from home or office are informal and subject to ongoing review based on operational effectiveness 

· Engagement of teams is critical to the planning and delivery of successful hybrid working 

· Performance will be managed on results and personal and team outcomes rather than presence in the workplace

· An open, fair and consistent approach is applied within teams based on service needs. Personal preferences will be considered in line with team requirements and service needs. Service delivery will be at the forefront of decision making as it is vitally important the Council maintain effective service delivery to all areas of the District. 
THE POTENTIAL BENEFITS 
It is anticipated that applying a model of hybrid working will provide benefits to our residents, service users, employees and the Council in the following way:
· It enables employees to manage their working day more efficiently and focus more effectively on a piece of work, where concentration is important resulting in increased productivity
· It reduces travel time and related costs 
· It lowers our environmental impact, through reduced emission from reduced travel to the workplace
· Improved work life balance for employees which in turn supports their wellbeing. It can reduce stress and provide greater job satisfaction, motivation and engagement 
· It can reduce absenteeism and related costs 
· It can result in improved recruitment and retention of skilled and experienced employees by enhancing the flexible work styles available at the Council
HYBRID WORKING STYLES 
There are four workstyles that have been created as a guide for Council staff to clarify the concept of hybrid working:
1. Fixed location worker – this is a workplace based employee who operates from Ebley Mill/Littlecombe/Museum in the Park /The Pulse. A fixed worker will typically remain at a workstation or place of work for most of the working day. 

2. Flexible worker – this is where a role is not restricted to one location. Employees can successfully and regularly carry out the role and work activity from a mixture of home and office (or other suitable SDC workplaces).


3. Home Worker – This is where employees carry out most of their work at their home. However, they are still required to attend workplaces when needed to ensure the best possible outcomes and this may include meetings, 121’s with managers etc.

4. Mobile Worker – this is where the employee spends most of their time visiting people, sites, attending meetings or carrying out work across the District. 

GENERAL PRINICPLES FOR SUCCESSFUL HYBRID WORKING
Hybrid working must not affect the provision of services and therefore managers must ensure that they and their teams have systems in place to maintain suitable service presence as required, and to monitor the level of available front-line staff on duty at any one time
Expected work outputs for the teams and the individual employees and the arrangements for communication, support and housekeeping rules need to be in place to support successful hybrid working in each service. 

Clear and realistic objectives should be agreed between the line manager and the employee to enable performance to be managed by agreed outcomes rather than presence. 

Arrangements should be reviewed regularly through service performance data at team meetings and regular one to one discussions. 
Methods of communication should also be agreed to ensure both parties are fully informed, using a combination of virtual, electronic, face to face conversations, emails, telephone, and team meetings/briefing etc.
Employees may also be required to attend work on particular days at the request of your line manager or head of service for things such as in-person training and for meetings or customer appointments that the line manager or head of service has determined are best conducted in person, this can include team meetings. 
Similarly, there may be circumstances in which employees are asked to work remotely, or to work from such other place as may reasonably be required, when employees would otherwise expect to attend the workplace, for instance:
· for operational needs, for example if we have too many employees attending the workplace on specific days; or
· for health and safety reasons, for example in the event of a lockdown or government guidance that employees should work from home if they can.
In such cases, employees will be given as much notice as possible.
Employees must note that the ability to work from home is not a substitute for arranging childcare or similar carer responsibilities and it is their responsibility to ensure adequate provision is in place to avoid conflict with work performance when they are working from home.
Whilst there is no corporate expectation on how to split workplace and home working the approach to this and the expectation and requirement to be in the workplace will be different for each service area and it will be role specific. Some roles can work in a more hybrid way than others.  
Line managers will share how this works for each service and employees are encouraged to speak to their line manager if they think that they would benefit from a specific working arrangement.
ARRANGEMENTS WHILST WORKING REMOTELY
Working hours
While working remotely, it will be assumed that employees will work their normal working hours. If this is not the case, employees should agree with their line manager what their working arrangements will be and the team should be aware of when an employee is available and working. 
It is important to make use of tools such as shared calendars and out-of-office messaging, utilising Teams and Micollab status help colleagues be aware of who is working and when.
The Council’s flexible working hours’ scheme will remain in place and employees should record their working time in the usual way, please refer to the Council’s Flexible Working Hours Scheme (2.2.3) in the Employee Handbook. 
Employees should ensure they are not overworking: - "downtime" from work is essential. To help maintain overall wellbeing, employees should take adequate rest breaks:
· Take 30 minutes off for lunch each day.
· Even when busy, it is essential to find the time to take a break 
· Ensure the time period between stopping work one day and beginning the next is not less than 11 hours.
· It is important to move from the workstation at regular intervals to walk around and keep moving. 
Sickness
When working remotely, employees should not work if they are unwell. If an employee is sick and unable to work, the Council’s sickness absence reporting procedure applies as it would if employees were attending the workplace. Please refer to the Council’s sickness absence Policy (2.5.1) in the Employee Handbook for further details on reporting absence. 
Technology and equipment
To assist you to work remotely, you are provided with:
As a minimum:
· a laptop
· Keyboard and mouse 
· Laptop stand 
· Headset
If required; 
· Additional monitor
· A desk chair
· Footstool 
Employees must take care of any equipment provided. It will remain as council property, and employees should notify their line manager and the ICT helpdesk of any faults with the equipment. 
The line manager must ensure the service inventory for equipment is updated and maintained. If employees need any additional equipment, they should discuss this with their line manager. Equipment must be returned to the employee’s line manager upon leaving the Council. 
Financial assistance
The employee will not be eligible to claim expenses for home working. 
Employees may be able to claim tax relief for any household expenses incurred as a result of working from home, provided the expenses are solely work related. If you wish to benefit from this tax relief, see the Government's guide on claiming tax relief for your job expenses at www.gov.uk/tax-relief-for-employees/working-at-home.] This is a private matter and is to be dealt with directly, not through the Council. 
Health and safety
Home working and DSE risk assessments will be carried out if any part of an employee’s working style requires them to work from home. Any necessary equipment and furniture that is identified as part of this assessment will need to be considered to ensure the setup is correct. This will need to be carried out on an annual basis or at the point of any substantial changes made to the working environment or arrangement if this occurs sooner. Please refer the DSE Policy on the hub: https://hub.stroud.gov.uk/resources/ebley-mill/corporate-health-and-safety/corporate-health-and-safety-policy-and-procedures
Employees who do not have a suitable workstation at home should be required to work from one of the Council’s work locations. If employees have more complex needs, due to injury or disability, the health and safety specialists employed by the Council can carry out more detailed virtual assessments. 
Employees who work from home for much of the time should be encouraged to take regular breaks from DSE activity and managers should check that this is practiced.
Employees must also take responsibility for their own health and safety and that of anyone else who is affected by their work (for example others in the household when working from home).
Employees must notify their line manager if:
· They feel any discomfort due to working remotely (such as back pain); or
· They believe that there are any work-related health and safety hazards;
· any work-related accidents occur in your home.
The line manager will escalate the matter to HR who will look into what action can be taken.
Employees must not carry out work meetings in their home with customers, elected members, or officers from other agencies. 
Failure to follow health and safety principles may be a disciplinary offence and dealt with in accordance with our disciplinary procedure.
Data protection
Employees who are working remotely are responsible for keeping information associated with the Council secure at all times. Specifically, remote workers are under a duty to:
· practise good ICT security, including using a unique password for your work laptop and any other devices you use for work;
· keep all hard copies of work-related documentation secure, including keeping documents locked away at all times except when in use; and
· ensure that work-related information is safeguarded when working in public spaces, for example by: 
· positioning your laptop so that others cannot see the screen;
· not leaving your laptop unattended; and
· not having confidential/business-sensitive conversations in public spaces.
In addition, the laptop and other equipment provided by the Council must be used for work-related purposes only and must not be used by any other member of your household or third party at any time or for any purpose.
Data Protection Principles:


· Employees should ensure they know their responsibilities under the Data Protection Act and the Council’s Security policies 
· Do not send work related emails or sensitive data to the employee’s or Members’ home email addresses 
· Employees do not store work related files on a personal computer 
· Ensure that any loss of equipment or information is reported immediately to the employee’s line manager 
· Never leave a computer with personal confidential information on screen or leave a computer ‘logged on’ when unattended 
· Other individuals (including family members) should not have any access to personal data either on paper or as electronic records 
· All printed or other paper records must be safely locked away when not in use 
· Confidential waste should be disposed of in the usual way, using a confidential shred bin at an SDC workplace

ARRANGEMENTS WHILE ATTENDING THE WORKPLACE (one of SDC’s sites)
Working hours
For days on which you are attending the workplace your normal hours of work are set out in your contract of employment. If for any reason, you do not intend to work the full hours of your working day in the workplace, you should agree with your line manager what your working hours are for that day. It is important that your line manager and team know what your hours of work are and when you are available for work. 
The hours of work must be agreed in advance allowing employees who are using their homes as part of their hybrid working arrangements, to have a right to privacy out of hours and be able to separate their working and home lives. 
Employees must note that the ability to work from home is not a substitute for childcare or similar carer responsibilities and it is their responsibility to ensure adequate provision is in place to avoid conflict with work performance when they are working from home.
Workspaces 
Employees at Ebley Mill and Littlecombe are provided with a workstation within their service area, which may include lockable desk drawers or a lockable cupboard.  At the end of each day in the workplace, employees must please ensure that laptops are either taken with them or secured away in a desk or cupboard if the next working day is also in the office. 
Whilst each employee has a workstation and work areas are allocated to service areas, that workstation doesn’t necessarily belong to one person and must be comfortable for others to use when necessary. Accordingly, personal items such as photographs must be cleared from desks and workspaces at the end of the working day. The Council operates a clear desk policy and at the end of each day each desk is expected to be clear. This is to ensure a thorough clean can be performed. 
Work areas are cleaned throughout the day during the coronavirus pandemic and every evening. 
Safe-working measures
Employees safety is our priority and we have put in place safeguards in the workplace which comply with Government guidelines. Staff will be notified of changes to these measures.
The occupancy levels of our work places has changed and may continue to do so for the foreseeable future and the use of workspaces is also changing in response to hybrid working. We will continue to work with service managers and keep staff fully informed. 
More details of the COVID measures currently in place will be updated on the Hub under ‘Your place of Work’.
We encourage our staff to let us know if they have any concerns, have identified any potential risks, or have any suggestions for further adaptations we can make. You can do this by raising concerns or making suggestions to the facilities team at estates.admin@stroud.gov.uk, your line manager or a member of the HR team. 
Employees have a responsibility for their own and others health and safety while they are carrying out work activities regardless of work location in accordance with the Council’s Health & Safety Policy. 
Employees should ensure they are aware of the fire safety arrangements in place at SDC workplaces and be fully conversant with the actions to be taken in the event of a fire alarm. 
Due consideration to lone working arrangements should be explored fully between the line manager and employee to ensure safe working arrangements are in place. 
Failure to do so may be a disciplinary offence and dealt with in accordance with our disciplinary procedure.
Requesting flexible working
This policy is for hybrid working, but there are many other forms of flexible working.
Employees can refer to the Council’s Flexible Working Hours Scheme (2.2.3) in the Employee Handbook for further details.  
Flexible Working Hours Scheme (Flexi Time) is still in place and should be used in accordance with the policy.
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