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Introduction and Background
1. This policy review has been undertaken as part of the council’s recovery plan to
promote consistency, transparency and ensure our policies are fit for purpose
during the current climate and beyond. We aim to have policies that are
productive, flexible, practical and effective for all employees to create a positive
organisational culture.
2. The purpose of the policy review is :


To streamline the existing process and provide clear guidance that is effective
and enforceable



To reflect and comply with existing/ new legislation and case law.



To support the organisation’s recovery plan.



To follow the latest developments in effective people management.



To deal with the change in our way of working as a result of the pandemic.



To attract potential candidates and retain employees by keeping up with current
market trends.

3. A meaningful consultation process has been followed as detailed below.
4. The proposed new policy documents are provided to Cabinet for consideration as
featured in Appendices 1-4











Appendix 1
Appendix 1A
Appendix 1B
Appendix 2
Appendix 2A
Appendix 2B
Appendix 3
Appendix 3A
Appendix 3B
Appendix 4

Flexible Working Policy
Flexible Working Policy Flow Chart
Flexible Working Application Form
Remote Working Policy
Remote Working Policy Flow Chart
Remote Working Application Form
Flexible Retirement Policy
Flexible Retirement Policy Flow Chart
Flexible Retirement Policy Application Form
Virtual Meeting Addendum

5. The original policy documents are provided to the Cabinet at Appendices 5-7




Appendix 5
Appendix 6
Appendix 7

Flexible Working Guidelines
H2 Homeworking
F3 Flexible Retirement

6. It is not proposed to amend the policy documents that are applicable to the group
of employees at ASPIRE who transferred to Ashford Borough Council from
Commercial Services Ltd in October 2016. Amendments to contractual terms
associated with a TUPE transfer are likely to be unlawful under the Transfer of
Undertakings (Protection of Employment) Regulations 2006 (as amended).

Proposal / Summary of Changes
Flexible Working Policy
7. This policy, once accepted, will replace the current flexible working guidelines, as
the organisation does not have a policy within the Conditions of Service.
8. The 26 weeks continuous service eligibility criteria has been waived giving all
employees the opportunity to apply from the start of their employment and would
be discussed during the recruitment process with prospective candidates.
9. The policy complies with current employment legislation / case law relating to the
application and consideration of flexible working requests.
10. The Flexible Working Application Form replaces the current Flexible Working Part
A and B form, with the acceptance and rejection letters also included in the
revised form. This entire process will be made through a digital workflow, which
will automatically forward completed forms to the next stage of the process,
thereby reducing the amount of time it takes line managers and employees to
scan forms to HR or wait for a variation of contract to be issued.
11. The Flexible Working and Flexible Retirement Applications now have separate
application forms, replacing the current form which serves a dual purpose.
12. A Flexible Working Meeting will only be arranged to discuss complex flexible
working applications, this replaces the current process where a flexible working
meeting must be held for all applications.
13. This policy gives line managers the option to agree a request on a trial basis over
a maximum period of 12 weeks, this option is not included in the current flexible
working guidelines.
14. The appeal process has been streamlined and will be dealt with within the flexible
working process without the need to make reference to the grievance resolution
policy, as previously was the case with the flexible working guidelines.
15. The final approval sits with the Head of Service which forms the final decision on
the application.
16. The Flowchart and Application form are been provided in the appendices to this
policy.

Remote Working Policy

17. The Home Working Policy has been brought up to date and renamed as some of
the references were outdated.
18. The revised policy emphasises that to be successful and sustainable for both
employee and organisation, remote working must be appropriate, well managed,
properly supported and correctly implemented.
19. The old policy lent itself to employees working remotely all of the time, rather than
part of the time and these references have been removed to bring the policy up to
date with remote working arrangements post Covid19.
20. The new Remote Working Policy continues to treat remote working arrangements
as non-contractual ,although clearly arranged and documented. Remote Working
Arrangements can be terminated by either party providing 30 days notice.
21. The old policy had a very lengthy application process which has been
streamlined. The revised Application Form for the policy features in its
appendices. This entire process will be made through a digital workflow, which
will automatically forward completed forms to the next stage of the process,
thereby reducing the amount of time it takes line managers and employees to
scan forms to HR.
22. The old policy had no recourse for the employee if the application was rejected,
this has been amended and employees can now revert to the Flexible Working
Policy if necessary (remote working can be a form of flexible working covered by
the Employment Rights Act).
Employees can make a Flexible Working
Application if their Remote Working Application is unsuccessful.
23. Remote Working Applications are available from day one of employment
(flexibility is required from the employee with regard to onboarding periods).
24. The revised policy continues to refer to performance management, health and
safety, data protection, resources, travel arrangements and insurance/tax
although these sections have been brought up to date.
25. The revised policy includes a new section on well-being, childcare, eldercare and
other commitments.
26. The revised policy requires an agreed working pattern when working remotely to
assist with performance management. Heads Of Service have final approval on
remote working applications.
27. A process flowchart is provided in the appendices to the policy.

Flexible Retirement Policy
28. This policy has been amended to reflect the introduction of the Flexible Working
Policy and mirror the streamlined process that is followed.
29. This entire process will be made through a digital workflow, which will
automatically forward completed forms to the next stage of the process, thereby
reducing the amount of time it takes line managers and employees to scan forms
to HR or wait for a variation of contract to be issued.
30. A process flowchart is provided in the appendices to the policy.
Virtual Meeting Addendum
31. The Virtual Meetings addendum applies to the whole Conditions of Service and
enables all employment related meetings to be held virtually, without the need to
update each policy in the conditions of service.

Implications and Risk Assessment
32. The main risks and implications of the course of action proposed are around
introducing a policy document that is unlawful and an overall failure to consult
with employees reading proposed changes to their contractual terms of
employment (as detailed within the afore mentioned conditions of service).
33. The HR team have worked to ensure that the policy documents comply with key
legislation in this area and the ACAS Code of Practice is provided at Appendix 5
for information.
34. A meaningful consultation process has been followed with regard to this issue
and is detailed below.

Equalities Impact Assessment
35. Members are referred to the attached Assessment.

Consultation Planned or Undertaken
36. As all four policy documents form part of our Conditions of Services, these
policies are contractual (unless stated) and therefore employees must be
consulted regarding any proposed changes. Additionally as the proposed
changes are significant they must be referred to Cabinet and approved.
37. We have consulted with major stakeholders in IT, Health & Safety, Unison and
JCC staff side.
38. Employees have also had the opportunity to provide their feedback and
comments about remote working and the council’s flexible working approach via
a series of surveys conducted since remote working commenced at the end of
March 2020.

39. Feedback from these surveys was collated and used by the HR Manager and HR
Officer in the creation of the first drafts of the policy documents
40. Prior to the completion of a first draft of the Remote Working policy the Head Of
HR and Customer Services and HR Manager held an initial meeting with the
Unison executive who provided specific feedback in this area.
41. First drafts were created of all policies and sent to the Unison executive.
42. Feedback from Unison was discussed with the HR Manager and HR Officer.
43. Feedback from all stakeholders was incorporated into the second policy drafts.
44. The second drafts of the four policy documents were provided to JCC for
consideration on 10th September 2020.
45. JCC commented as follows;


The policies would be effective following approval by the Cabinet at their
meeting in October 2020.



Members of staff had to be aged 55 years or over to apply for flexible
retirement which was a requirement of the local government pension scheme.

Other Options Considered
46. The current policy documents are recognised by employees, managers and
Unison as requiring an update.

Conclusion
47. The proposed policy documents have been produced following thorough
consultation across the organisation and represent a transparent, fair and
consistent set of procedures, supporting employees and the organisation equally.

Portfolio Holder’s Views
48. To be provided.

Contact and Email
49. Joy Cross
01233 330 400
joy.cross@ashford.gov.uk

FLEXIBLE WORKING POLICY
May 2020
1. Introduction
1.1

Ashford Borough council recognises the importance of promoting a balance
between work and personal life through flexible working. The option to work
flexibly is a reasonable expectation of current and prospective employees. We
believe that flexible working can increase staff motivation, reduce employee
stress, increase staff retention, and improve performance and productivity.

1.2

This policy aims to explain the provisions that are available for employees at
Ashford Borough Council and the process for making an application. It also
seeks to encourage staff to consider flexible working arrangements as part of
the council’s intentions to support employees in achieving a balance between
work and other priorities, such as physical and mental wellbeing, caring
responsibilities, leisure activities, further learning and other interests.

1.3

Although in law employees must have a minimum of 26 weeks' continuous
service, at Ashford Borough Council all employees are able to make a request
effective from the first day of their employment. Candidates will be encouraged
to have discussions about flexible working as part of the recruitment and
selection process. All employees are entitled to make one flexible working
request in a 12 month period, however, additional requests within a 12 month
period will be considered in exceptional circumstances. There is no automatic
right for an employee to have their request granted. The council will fairly and
reasonably consider all requests and is committed to agreeing any flexible
working arrangements, provided the needs and objectives of both the council
and the employee can be met.

1.4

An application for flexible working must be in writing and submitted to the
appropriate line manager for consideration. Employees should clearly specify
what changes are sought to their current working pattern, the impact this
change will have on colleagues and the service as a whole. Employees are
encouraged to initially informally discuss their intention to make a flexible
request with their line manager

1.5

If accepted, employees need to bear in mind that the change in working pattern
will be permanent except otherwise agreed by the line manager. There may be
circumstances where a trial period of up to 12 weeks may be considered in the
event that the council is unsure that the proposed arrangement will be suitable
for both parties. Trial periods of more than 12 months are not considered
reasonable.
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1.6

Where the council is not able to accommodate the requested working pattern,
the line manager must provide a reason which must be one or more of the lawful
grounds for refusal.









The burden of additional costs
Detrimental effect on the ability to meet customer demand
Inability to re-organise work among existing staff
Inability to recruit additional staff
Detrimental impact on quality
Detrimental impact on performance
Insufficiency of work during the periods the employee proposes to work
Planned structural changes

2. Legislation
2.1

In accordance with The Employment Rights Act 1996, particularly sections 80F
to 80I, an employee who has been continuously employed for a period of at
least 26 weeks is entitled to make a flexible working application and have it
reasonably considered.
At Ashford Borough Council we want all of our
employees to be able to benefit from the right to request Flexible Working and
therefore the right to apply for flexible working is available to all employees,
regardless of length of service.

2.2

In accordance with the legislation and this policy all flexible working applications
must be dealt with in a reasonable manner within three-months starting from
the date on which the application is made to the completion date of the whole
process (including Appeal). We recognise that employees may need a more
immediate response to their request and therefore, wherever possible, we will
deal with flexible working applications in less than three months. Conversely,
the legislation, and this policy, recognises that there may be times where an
extension may be required, subject to agreement between the employer and
employee.

2.3

The employer may consider an application as withdrawn if the employee fails
to attend both first and second meetings arranged to discuss the flexible
working application without a good reason.

2.4

The General Data Protection Act 2018 requires employers to comply with the
principles for processing personal data and protecting against unauthorised
access of personal data.

2.5

The manager must liaise with their Head of Service with regard to any
applications received. The Head of Service will have the ultimate decision on
applications which must take into account the operational needs of the service
as a whole.
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3. Eligibility
3.1
3.2

3.3

All employees can request flexible working. You can make only one application
in a 12-month period, apart from in exceptional circumstances.
The council’s positive approach to flexible working applications will be stated in
all job advertisements and discussions within the recruitment and selection
process regarding flexible working are encouraged.
If an employee is dissatisfied with the way in which their application is being
processed or if they are unclear at any stage throughout the process, they
should contact HR at human.resources@ashford.gov.uk

4. Types of flexible working
4.1

The following flexible working options are considered to be the typical
arrangements that employees will request but the council recognises that there
may be alternatives or a combination of options which are suitable to both the
council and the employee.

4.2

Annual hours - This occurs when an employee's contractual working hours are
calculated as the total number of hours to be worked over the year, allowing
flexible working patterns to be worked throughout the year. Usually the hours
will be divided into rostered hours, which are set, or unallocated hours, when
an employee can be called into work as demand dictates (and to cover
unplanned work and employee absence). Payment will be in 12 equal
instalments. The council has a specific Annualised Hours policy for certain
parts of the organisation which is separate to annual hours as a flexible working
option.

4.3

Compressed hours - This option allows employees to work their usual full time
hours across fewer days meaning that there is no reduction in their pay. For
example, a five-day week is compressed into four days.

4.4

Home-working - This is when an employee regularly carries out all, or part of,
their duties from home rather than the council premises and reduces the length
of their day by eliminating their commute time. The council will consider ad-hoc
home-working request being an occasional agreed day, a mix of home and
office based work each week (in accordance with the Home-Working Policy) or
a complete homeworking arrangement. Please see the Council’s Homeworking
Policy for further information on Flexible Working of this type.

4.5

Job-sharing - Job-sharing involves dividing a full-time post into two part-time
roles. The two job holders then share the overall duties and responsibilities.
Their skills and the hours each employee wishes to work must be compatible,
and meet the needs of the council. Pay and benefits are shared in proportion
to the hours each employee works. Job sharing can be considered where the
creation of a single part-time post is difficult, or where two individuals wish to
work part-time.
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4.6

Part-time working - Covers any arrangement where an employee is contracted
to work anything less than the typical full time hours for the type of work in
question. For example, an employee who only works Monday to Wednesday..

4.7

Term-time working - This is where an employee reduces their hours or takes
unpaid time off during school holidays. Salary can be paid in 12 equal monthly
instalments (although arrangements may be permitted where an employee is
only paid for the time worked and receives no pay during the school holidays
apart from their entitlement to annual leave)

5. The needs of the organisation
5.1

The council is committed to providing a range of appropriate working patterns.
However, employees and management need to be realistic and recognise that
not all flexible working options will be appropriate for all roles.

5.2

Upon receiving a flexible working application, the line manager will carefully
consider the proposed arrangement and the impact on the council’s service
delivery. The council will need to take into account a number of criteria including
(but not limited to) the following:

6
6.1



the costs associated with the proposed arrangement



the effect of the proposed arrangement on other staff



the need for, and effect on, supervision



the existing structure of the department



the availability of staff resources



details of the tasks specific to the role



the workload of the role



whether it is a request for a reasonable adjustment related to a disability



health and safety issues

New Starters
We encourage managers to have meaningful conversations with candidates
about their flexible working requirements noting that decisions must not be
conveyed in this informal discussion. If offered the post the successful
candidate will be advised of the Council’s Flexible Working Policy at verbal offer
stage and invited to submit a flexible working request should they wish to. We
will aim to incorporate flexible working agreements into new starter contractual
paperwork although recognise that this will not always be possible. New
starters with an agreed Flexible Working pattern may need to work outside of
their agreed pattern during their induction period to ensure adequate training.
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Submitting a flexible working request

7.1



Employees should carefully consider the flexible working requests that they
wish to make. If the employee wishes to best understand their potential new
salary and annual leave entitlement they should use the following calculations.
Current annual salary / 37 x proposed number of hours = proposed annual
salary
Current annual leave entitlement (hours) / 37 x proposed number of hours =
proposed annual leave entitlement (hours).

7.2

Payroll are not able to calculate potential net pay differences due to the fact
that tax codes can vary.

7.3

Informal discussions about a flexible working request prior to its formal
submission are encouraged. This is an important conversation for the
employee and line manager to have to improve mutual understanding of the
other’s needs and to improve the efficiency with which the application is dealt
with. Managers are not permitted to give or imply decisions in the informal
discussions.

7.4

All requests should be made in writing by completing the Flexible Working
Application Form (Appendix Two – Section A) Employees are entitled to
submit one flexible working request in a twelve month period although
additional applications within the 12 month period will be considered in
exceptional circumstances.

7.5

A flexible working pattern, if approved, can either be a permanent contractual
change or temporary for a short period of time following which the change will
become permanent unless otherwise agreed.

7.6

Employees should give a reasonable amount of time for the entire flexible
working application process to be completed (this will typically take between
one to three months. Within their Application employees should include an
effective date for their proposed new working pattern.
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Considering your flexible working request

8.1

Upon receipt of your Flexible Working Application Form, the line manager
should confirm receipt via email and invite the employee to a flexible working
meeting to discuss your request. This meeting should be held within 28 days
of receiving your request. The time limit set may be extended subject to a
mutual agreement between the employee and their line manager.

8.2

If your request is very straightforward and it can easily be determined that it
could be accepted in full (due to its simplicity) the manager can speak to HR
about the possibility of approving your request without the need for a formal
meeting. An example of such simplicity could be reducing part time hours a
little further or swapping a non-working day. A requirement for a meeting is not
an indicator that a request will be declined.
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8.3

In most cases the line manager will invite the employee to a flexible working
meeting, giving least 5 working days advance notice of the time, date and
place of the meeting. If the proposed meeting date is unsuitable, then one
further date will be proposed. Meetings can be either face to face or via video
conference.

8.4

Employees have the right to be accompanied at the meeting by a workplace
colleague or a trade union representative. It is the responsibility of the
employee to arrange a companion at the meeting, advising them of the time
and location etc and ensuring they are properly briefed.

8.5

If the employee fails to attend the arranged flexible working meeting and then
fails to attend a rearranged meeting, without good reason, their application will
be deemed to have been withdrawn.

8.6

Prior to the meeting, line managers should :
 Read through the flexible working policy and seek any clarification from HR
 Carefully consider the request and the current business needs
 Discuss the request with a more senior manager if necessary
 Be open to alternative options in the event that the proposed structure isn’t
suitable for the service.

8.7

In preparation for the meeting, employees should consider the following:
 The impact the request would have on service delivery
 The impact on colleagues
 An alternative pattern in the event that the proposals are refused in part/
fully.

8.8

A suggested template for the Flexible Working Application Meeting is detailed
at Appendix Two Section B.
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Responding to a flexible working request

9.1

Following the flexible working meeting, the line manager will provide the
employee with a copy of the notes taken at the meeting – Section B.

9.2

The line manager will consider the proposed flexible working request, looking
at the potential benefits, and adverse effects, to the employee and to the council
in implementing the proposed changes.

9.3

Each request will be considered on a case-by-case basis. Agreeing to one
request will not set a precedent or create the right for another employee to be
granted a similar change to their working pattern.

9.4

Employees will be informed in writing of the decision as soon as is reasonably
practicable, but no later than 14 days after the meeting.

9.5

Line managers should consult with an HR Officer before refusing a request or
granting the request in part.
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9.6

The request may be granted in full, in part or refused. The line manager may
propose a modified version of the request, the request may be granted on a
temporary basis, or employees may be asked to trial the flexible working
arrangement for a short period of time.

10 Notifying you that your Request has been Agreed
10.1

The manager must liaise with their Head of Service with regard to any
applications received. The Head of Service will have the ultimate decision on
applications which must take into account the operational needs of the service
as a whole.

10.2

The manager must notify the employee of the decision within 14 days of the
meeting.

10.3

The line manager must detail the agreed change to your working pattern and
the effective date of the change by completing SECTION C of the Flexible
Working Application Form.

10.4

SECTION C of the Flexible Working Application Form will constitute the
variation of contract paperwork and must be issued within 28 days of the
original request. The Manager must forward a copy of this to HR and the
employee may wish to keep a copy for their records.

10.5

The line manager will inform Payroll of the variation to the employee’s contract.
The employee’s key terms and conditions of employment, namely salary, cash
alternative, essential user subsidy and annual leave entitlement will be adjusted
within Itrent along with any amended working pattern. Information regarding
these changes are available to the employee on Itrent Self Serve.

10.6

Employees should contact their line manager or a member of the HR team
within 14 days of receiving SECTION C if they wish to discuss the new working
arrangements further, or have any concerns.

11 Contract Variation
11.1

It is important to note that a flexible working request that is accepted will
normally constitute a permanent change to the employee’s contractual terms
and conditions and will continue for the length of their employment contract
except if agreed on a temporary basis for a period of time by the line manager
following which it will become a permanent arrangement.

11.2

The employee has no right to revert back to their previous working pattern and
their original hours cannot be held for them or budgeted for. Flexible Working
Requests can be agreed on a temporary basis for a maximum of 12 months
and cannot be agreed on a rolling 12 monthly basis.

11.3

In the future if the employee wishes to increase their working hours they must
contact their manager to enquire if there is sufficient available work and budget
to accommodate the increase. Such an increase in hours, if available, will be
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awarded following a reasonable and fair selection process and not via a flexible
working request.
12 Trial Period
12.1

Line managers may agree to trialling the proposed working arrangement, where
there is some uncertainty about whether the flexible working arrangement is
practicable for both the employee and the council.

12.2

If a trial period is agreed, the council will allow sufficient time for the employee
and line manager to implement and become used to the new working practices
before taking any decisions on the viability of a new arrangement. A trial period
can last up to a maximum of 12 months. Trial periods in excess of 12 months
are not considered reasonable, although subsequent varied trial periods are
permitted.

13 Notifying if a Request has been refused
13.1

SECTION D of the Flexible Working Application Form will form the refusal
confirmation and must be issued within 28 days of the original request. The
Manager must forward a copy of this to HR and the employee may wish to keep
a copy for their records.

13.2

The line manager must notify the employee of their decision to refuse a flexible
working application within 14 days of the flexible working meeting.

13.3

The refusal confirmation will outline the reason for refusal and the appeal
process.

13.4

Managers can refuse a flexible working request on only a limited number of
valid grounds, which are as follows:









13.5

The burden of additional costs
Detrimental effect on the ability to meet customer demand
Inability to re-organise work among existing staff
Inability to recruit additional staff
Detrimental impact on quality
Detrimental impact on performance
Insufficiency of work during the periods the employee proposes to work
Planned structural changes

In the refusal confirmation, the manager must provide a sufficient explanation
detailing why the business grounds chosen applies in the circumstance.

14 Right to appeal
14.1

Employees with more than 26 weeks service have the right to appeal the
decision to refuse their flexible working request. The appeal will be heard and
reviewed by an objective senior manager within your service area if possible,
or from elsewhere in the council
8

14.2

Appeals must be made in writing addressed to the Head of HR & Customer
Services within 21 days after the date the employee receives the refusal
confirmation. The appeal should clearly state the grounds on which the
employee is appealing. It may be that they wish to bring new information to
their line manager’s attention or mainly to challenge the business reason for
refusal.

14.3

Upon receiving the notification of the appeal, an appeal hearing will be
arranged, to be chaired by the senior manager and attended by all parties
involved. Appeal hearings can be face to face or via video conference. The line
manager will be required to submit the refusal confirmation in advance of the
hearing to all parties.

14.4

The appeal hearing should take place within 28 days of receiving the appeal
notification and the employee has the right to be accompanied at the hearing
by a work colleague or trade union representative.

14.5

The employee will be informed of the outcome of your appeal within 14 days of
the appeal hearing. These time limits may be extended with the agreement of
both the employee and the appeal chair.

14.6

If the appeal is upheld, the written decision must include a description of the
new working pattern and state the date from which the new working pattern is
to take effect.

14.7

If the appeal is not upheld, the written decision must outline the grounds for the
decision and provide an explanation as to why the grounds for refusal apply in
the circumstances.

14.8

A written notice of the appeal outcome constitutes the employer’s final decision
and is effectively the end of the formal procedure within the council. The
employee will not be able to make another formal request until 12 months after
the date of your original application.

15 Exceptions to the procedure
15.1

The council will endeavour to process requests for flexible working within three
months from the date the application is received. Nevertheless, there may be
occasions when additional time is required than the procedure allows to reach
a suitable outcome. For instance, in the event that the employee is unable to
attend a meeting, or to account for the absence of a council representative, an
extension may be mutually agreed.

15.2

In the event that an extension of timescales is required, the council will confirm
in writing the reasons for the extension and any agreed revision of the
timescales involved.
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16 Withdrawing an application
16.1

If an employee decides to withdraw their application, this needs to be confirmed
in writing. There are some other circumstances where an application may be
withdrawn.

16.2

An application may be considered as withdrawn, if an employee unreasonably
refuses to provide the information the line manager requires to consider the
flexible working application. The manager should confirm in writing the
withdrawal of the application.

16.3

If an employee fails twice to attend a meeting to discuss the flexible working
request or an appeal hearing without reasonable cause. The manager should
be flexible however if the applicant cannot attend for the foreseeable future, the
manager should confirm the withdrawal of the application in writing.

17 Appeals
17.1

Employees may appeal against the outcome of a Flexible Working Application,
but must do so in writing, within 21 days of the date of the letter confirming the
outcome. Letters of appeal should be sent to the Head of HR and Customer
Services, stating clearly the grounds for appeal. Appellants are advised to
consult with their trade union (if a member) or workplace colleague.

17.2

Employees may choose to raise Appeals on a number of grounds which could
include the perceived unfairness of the decision or the process that was
followed.

17.3

Appeal Hearings will be heard without unreasonable delay and normally within
28 days of receipt of the appeal.

17.4

The employee should receive written confirmation of the arrangements at least
7 days in advance of the Appeal Hearing. Appeals will be chaired by an
independent Head of Service and wherever possible the manager hearing the
Appeal will not have been previously involved in the application.

17.5

At the Hearing the chair will invite both parties to present their case, call any
witnesses and ask and answer any questions related to the disciplinary matter
including information presented by witnesses.

17.6

The chair will adjourn the Hearing to consider the appeal evidence that has
been presented and, with appropriate support from HR, will determine what
action needs to be taken.

17.7

A decision will be communicated to the employee within 14 days of the Appeal.
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APPENDIX ONE Flexible Working Process
Informal discussions
with the line manager
are encouraged

Employee should submit
the Flexible Working
Application (completing
Section A)

KEY

Employee
Action

Employee should consider the
flexible working request they
wish to make

Line Manager should
acknowledge receipt
of application by email

Manager
Action

HR to advise if the
request is very
straightforward

Manager should
complete section C
ACCEPTANCE of the
request and provide
copies to Employee
and HR/payroll

HR action
Employee should
contact manager
within 14 days if they
need to discuss the
arrangements

Within 28 days of receipt

Manager should
prepare for the
Flexible Working
Meeting

Line manager should
arrange a Flexible
Working Meeting
ACCEPTANCE

Manager should use
Section B of the
Flexible Working
Application Form as a
guide to the meeting
Manager to provide
the employee with a
copy of the notes from
the meeting
(SECTION B)
Manager to consider
the request and what
was discussed at the
meeting

Employee’s with 26 weeks
service have the right to appeal

Manager to
inform employee
of decision
Manager to
liaise with
HoS

Within 14 days of
the meeting and 28
days of the request

REFUSAL

Within 21 days of receipt of SECTION D

Manager should complete
section D of the Flexible
Working Application Form
and provide copies to the
employee and HR

Employee should make
an appeal in wring
Within 28 days of receipt

HR will arrange the
appeal hearing
Within 14 days of the hearing

Manager to liaise with
HR if a request is
going to be refused or
agreed only in part

HR will arrange for the
decision to be
communicated

FLEXIBLE WORKING APPLICATION FORM
SECTION A - Submitting A Flexible Working Request

Name
Department /Service
Have you submitted a flexible working application in the last 12
months? (If yes, please provide application date)
Does your application relate to a disability?
(If yes, please provide details of your disability)
Are you applying to be become a Homeworker?
answered yes, please refer to the Remote Working Policy)

(If

Current working pattern
(days/hours/times worked)

Proposed working pattern (Hours &
Days) NB 30 minutes lunch break
must be added to each working day
that exceeds 6 hours.
State the impacts that you think the
changes you are requesting will have
on the council’s business and your
department.

State the impacts that you think the
changes you are requesting will have
on your colleagues.

State the impacts that you think the
changes you are requesting will have
on your role.

Proposed effective date
Applicant’s Signature

Date

FLEXIBLE WORKING APPLICATION FORM
SECTION B - Flexible Working Meeting
Name
Manager
Date
Representative
Check that the employee has read the flexible
working policy and understands that:
 Only one application can be made in a 12
months period
 All accepted changes are permanent except
otherwise agreed with line manager
 Right to appeal if request is rejected (this
applies to employees with more than 26 weeks
continuous service)
Review the application form and discuss the
following areas


Current working pattern (days/hours/times
worked)



Proposed working pattern (days/hours/times
worked)



Proposed effective date



Discuss the rationale for the request and what
the employee’s requirements are

Discuss the impact stated on the application form
and on the different categories listed below.


Colleagues



Customers



Finances



Duties of the JD



Objectives set for the team and the individual



Other operational matters – such as ease of
cover

Following the flexible working meeting, the line manager will provide the employee with a copy of the notes taken at
the meeting – Section B.
The line manager will consider the proposed flexible working request, looking at the potential benefits, and adverse
effects, to the employee and to the council in implementing the proposed changes. Each request will be considered
on a case-by-case basis. Agreeing to one request will not set a precedent or create the right for another employee to
be granted a similar change to their working pattern.

EITHER SECTION C or D must be completed with 14 days of the meeting

FLEXIBLE WORKING APPLICATION FORM
SECTION C – Confirmation of Acceptance
Name
Manager
Date of Issue
Meeting Date

(within 14 days of the meeting date)

Date of original request

(within 28 days of the original request date)

Application Approved in Full or in Part (circle as appropriate)

In Full

In Part

Application Approved in on an permanent or trial basis (circle as appropriate)

Permanent

Trial

Review Date

(if on a trial basis)

State details of the new working pattern:

Effective Date

Line Manager’s name

Signature

Head Of Service name

Signature

The Manager must forward a copy of this to Payroll and HR and the employee. The employee may wish to
keep a copy for their records. The employee’s key terms and conditions of employment, namely salary, cash
alternative, essential user subsidy and annual leave entitlement will be adjusted within Itrent along with any
amended working pattern. Information regarding these changes are available to the employee on Itrent Self
Serve.
Employees should contact their line manager or a member of the HR team within 14 days of receiving
SECTION C if they wish to discuss the new working arrangements further, or have any concerns.
By signing, I confirm my acceptance to this variations to the terms and conditions of my
employment (as dated above)
Employee’s name
Signature

Date

Once completed and signed, please send this form to humanresources@ashford.gov.uk

FLEXIBLE WORKING APPLICATION FORM
SECTION C – Confirmation of Refusal
Name
Manager
Date of Refusal
Meeting Date

(within 14 days of the meeting date)

Date of original request

(within 28 days of the original request date)

Business grounds for refusal :









The burden of additional costs
Detrimental effect on the ability to meet customer demand
Inability to re-organise work among existing staff
Inability to recruit additional staff
Detrimental impact on quality
Detrimental impact on performance
Insufficiency of work during the periods the employee proposes to work
Planned structural changes

Explanation of the reason for refusal :

Line Manager’s name

Signature

Head Of Service’s name

Signature

Once completed and signed, please send this form to humanresources@ashford.gov.uk

Should you wish to appeal against this decision please note that appeals must be made in writing addressed
to the Head of HR & Customer Services within 21 days of the date you receive Section D. The appeal should
clearly state the grounds on which you are appealing. Please see the Flexible Working Policy for full details.

Remote Working Policy
1.

Introduction

1.1

Remote working is encouraged at Ashford Borough Council. Working remotely, at a
location away from the Council’s offices, i.e. at an employee’s home, is advantageous
to both the employee and the organisation.

1.2

By embracing remote working, the Council will be able to hire people from a much
wider geographical area and so boost the available talent for the organisation and
increase diversity. The reduced time and money spent on commuting will take
pressure off our transport infrastructure and boost spending in local communities. The
reduced time spent commuting in vehicles will reduce our carbon footprint and assist
the Council in achieving its sustainability targets.

1.3

Remote working will make work more accessible and sustainable for all, particularly
for people with caring responsibilities and those with mobility or health concerns. For
many people, greater choice over when and where they work will provide a better life
balance and improved mental and physical wellbeing.

1.4

To be successful and sustainable for both employee and organisation remote working
must be appropriate, well managed, properly supported and correctly implemented.

2

Eligibility

2.1

We believe that remote working is more suited to knowledge workers and workers who
do not need to physically attend their work location in order to effectively complete the
objectives of their role or effectively meet the needs of their customer. Manual workers
are less suited to remote working (on a site that is separate to the Council’s premises
or sites of work). Should manual workers require flexibility to their working pattern they
are able to make a Flexible Working request and should refer to the Flexible Working
Policy for full details.

3

Contractual position

3.1

The Council encourages remote working for suitable employees and has an
expectation that all applicable employees will work from home for at least part of every
working week. In light of this overarching approach to Remote Working, an employee
is able to make a successful Remote Working Application without amending their terms
and conditions of employment.

3.2

The main location of work for all employees is the Civic Centre or another Council
premises as stated in the contract of employment.

3.3

All employees are able to make a Remote Working Application regardless of their
length of service.

3.4

4

Recruitment

4.1

The Council encourages managers to have meaningful conversations with candidates
about their remote working requirements noting that decisions must not be conveyed
in this informal discussion. If offered the post, the successful candidate will be advised
of the Council’s Remote Working Policy at verbal offer stage and invited to submit a
Remote Working Application should they wish to. New starters with agreed remote
working patterns are required to be flexible with working hours and locations during
their induction period.

5

Informal arrangements

5.1

Informal remote working, such as working the occasional hours, days or weeks at
home to meet particular deadlines or to assist in a return to work situation under the
advice of Occupational Health, may be approved by a Head of Service. The
arrangements for informal homeworking will not be subject to this policy.

6

Flexible Working applications

6.1

Flexible Working applications as covered by The Employment Rights Act 1996,
particularly sections 80F to 80I, including reduced working hours, compressed hours
and formal changes to terms and conditions of employment are not subject to this
policy. Employees are referred to the Flexible Working Policy for further details of this
policy.

7

Performance Management

7.1

The basic principles of performance management will apply when managing
employees who are working remotely.

7.2

Employees working at or from home must clearly record their hours worked on the My
Portal system.

7.3

Employees should not work overtime or excessive amounts to build up flexi time
without the prior approval of their manager.

7.4

Managers are required to key a reasonable eye on time worked in the time recording
portal (as they would for any other employee not working remotely).

7.5

Employees must remain in contact with their line manager or as directed, either through
e-mail or by telephone at regular intervals. Employees must indicate their availability
when working remotely using the status options on any online communications
software i.e. Skype, Teams and Outlook.

7.6

Employees and managers will need to agree how work outputs are measured rather
than relying on an employee being present to indicate that work is being completed.

7.7

At least one face to face team meeting will take place every 8 weeks and these will be
attended by all employees including those who have remote working arrangements.

7.8

Employees who have remote working arrangements will have 1:1 meetings each
month either face to face or online.

7.9

Employees who have remote working arrangements must;

7.9.1
7.9.2
7.9.3

Book annual leave in accordance with normal Council procedures;
Report in sick in accordance with normal reporting procedures otherwise the
leave may be treated as unauthorised absence;
Report any accidents, injuries, diseases or dangerous occurrences arising from
and/or relating to the performance of their work that occur whilst working at
home to their manager and complete the normal reporting procedures.

8

Data Protection and Security

8.1

All employees working remotely must keep any Council information (whether in paper
or electronic documents) confidential and secure. Security arrangements should be
adopted to ensure:







Security and confidentiality of Council equipment and information;
No access of family and friends to work documents and Council equipment;
Provision of secure lockable containers if required;
Protection of home computers used for work;
Appropriate use of other communication links (voice) used for work;
Disposal of confidential waste.

8.2

Employees are responsible for ensuring any necessary confidentiality. They must
ensure that all information stored and accessed is secure and cannot be accessed by
unauthorised parties, including family members. Failure to do so will be considered as
a disciplinary offence.

8.3

Employees are responsible for ensuring that they maintain the correct level of security
and confidentiality when talking on the telephone.

8.4

It is the responsibility of each employee to take reasonable care to ensure the safety,
and security of Council equipment and to maintain the working environment to the
agreed health and safety standards. They must report any problems or defects to their
line manager immediately. IT related issues must also be reported to the IT Service
Desk immediately. Repairs/inspections will be arranged by the employee directly with
IT.

8.5

Any equipment supplied by the Council should be used for the Council's work only.
This is particularly important with respect to computer equipment due to the risk of
introducing viruses to the Council’s network.

8.6

Employees who work at home will be covered by all Council policies especially the IT
Security and Email and Internet Acceptable Use Policies.

9

Insurance and tax

9.1

Employer’s Liability Insurance covers Ashford Borough Council for all sums which it
becomes legally liable to pay as damages in respect of injury to an employee arising
out of and in the course of their employment with Ashford Borough Council.

9.2

Public Liability Insurance provides cover for all sums that Ashford Borough Council
becomes legally liable to pay as damages in respect of or in the consequence of,
accidental injury, or accidental damage to third parties or their property.

9.3

Compensation is not automatically paid following an incident. To make a successful
claim against Ashford Borough Council it will be necessary to show negligence or some
other basis for legal liability.

9.4

Employees should notify their contents and building insurance companies that they will
be working at or from home. Their premiums should be unaffected.

9.5

It is also advised that employees notify their Mortgage Company (or landlord if renting).
Employees should also consider any potential tax implications of using their home for
business purposes.

9.6

It is the employee’s responsibility to consider any planning permissions and restrictions
on leases/tenancies etc which might prohibit homeworking.

9.7

There will be no change to domestic Council Tax.

9.8

Employees may be able to claim tax relief for some of the bills they have to pay
because they work at home on a regular basis. The employee should contact the Tax
Office directly regarding this matter.

10

Wellbeing

10.1

Remote working can be extremely beneficial to an employee’s well-being; reducing
commuting time and enabling a better life balance as hours can be worked more
flexibly around other commitments. There are many well-being benefits associated
with remote working patterns e.g. such reduced social anxiety, more time to exercise
and eat well. However, it is important to consider the impact of social isolation on
overall well-being. Individuals have differing levels of tolerance to social isolation and
employees should be careful to take their own personal preferences for interaction into
account when submitting a Remote Working Application

11

Childcare, Eldercare and Other Commitments

11.1

When working remotely employees should devote their full energies and focus to their
work as they would do if they were on site.

11.2

Remote working should not be carried out at the same time as providing childcare for
primary school age and under children or dependent adults.

11.3

Remote working can be carried out around care arrangements if an alternative
responsible adult is also providing care.

11.4

Employees are asked to inform family and friends that they are working remotely to
avoid interruptions.

11.5

Caring and other commitments should be discussed between employee and manger
as part of the Remote Working Application.

12

Health and Safety

12.1

In accordance with the Health and Safety at Work Act 1974, the Council must, so far
as reasonably practicable, ensure the health, safety and welfare of its employees
wherever they work. The employee also has a legal duty to look after their own health
and safety, and is expected to co-operate with their line manager in ensuring a safe
and healthy working space when working remotely.

12.2

Many of the Regulations made under the Act apply, including for example, the
Management of Health and Safety at Work Regulations 1999, Display Screen
Equipment Regulations 1992, and the Provision and use of Work Equipment
Regulations 1992.

12.3

As part of the Remote Working Application Process, the manager and the employee
must review the template Remote Working Risk Assessment (available online). The
employee and manager must discuss and agree the amendments that will be made to
this Risk Assessment to make it bespoke and applicable to the employee’s home /
remote working location. Should an employee have more than one remote working
location they must have a risk assessment for each location.

12.4

Guidance will be provided online to the employee and manager on how to effectively
amend the Risk Assessment to ensure that the following process is carried out for
completing Risk Assessments.






Identify any hazards (i.e. something which may cause harm);
Decide who might be harmed and how;
Assess the risks and take appropriate action to reduce or remove them as far as
possible;
Record the findings;
Reassess the risks on a regular basis and take any further steps if necessary.

12.5

A copy of the bespoke Risk Assessment(s) must be provided to the HR team and also
to Internal Health and Safety.

12.6

The Council is only responsible for any electrical equipment it supplies. Electrical
sockets and other parts of the employee’s domestic/remote electrical system are the
employee’s own responsibility.

12.7

The Council has a duty to ensure that any laptops and display screen equipment is
safe and does not affect the employee’s health. The workstation must be adjusted to
a comfortable position, and located so that lighting will not cause reflections or glare
on the screen. It is important that “users” take breaks from work to reduce the likelihood
of tiredness and change position regularly to reduce strain on the hands, wrists, arms,
shoulders, neck and back.

12.8

Employees, who regularly use Display Screen Equipment are entitled to regular eye
tests. Employees are also entitled to financial assistance with glasses should they be
needed specifically to use the screen and not part of a wider prescription (such as
general short-sightedness).

12.9

Depending on the nature of the work undertaken at home, the employer has a duty to
provide suitable and adequate first aid provisions. If work is low risk, desk based and
in an employee’s own home, specific first aid provision is not required.

12.10 Employees are required to report to their manager, any accidents, injuries, diseases
or dangerous occurrences whilst working, to the Health and Safety Officer. A record
must be kept of these incidents on an accident form and investigations may need to
be made to ensure such incidents do not recur.

12.11 Employees should be aware that an HSE Inspector has the right to visit employees
working at remotely at their work location (home) to ensure that risks from work and
working from home are properly managed.
13

Hours of work

13.1

Remote Working Applications must include proposed hours of work. Some flexibility
is available around a proposed pattern but an approximate pattern must be described
in the application and broadly adhered to.

13.2

Core flexi time bandwidth has been removed for the purposes of remote working.
Employees are no longer required to work from 10am to 12 pm and from 2pm to 4pm,
instead, approximately 4 hours must be worked between 8.30am and 5.30pm on week
days, subject to manager discretion. An agreed working pattern should be completed
by the employee taking into operational needs, colleague interaction and customer
demand.

13.3

Employees can work across a 24/7 period rather than just Monday to Friday.

13.4

Employees who wish to work over a weekend should make a Flexible Working Request
rather than a remote working request.

13.5

Flexi time can be accrued outside of 7am-7pm bandwidth, including for committee
meetings. Time worked outside of the 7am-7pm bandwidth should be part of an agreed
pattern of work or agreed with a line manager rather than ad hoc. Regardless of how
much flexi time is accrued employees should note that a maximum of two flexi days
can be taken each month. Please see Flexi-Time policy for further details.

13.6

It is for the manager and employee to agree the pattern/hours of work. Both parties
need to be flexible but conscious of meeting customer demand, responding to peak
periods and ensuring resilience of the service.

14

Travelling arrangements

14.1

If an employee has a remote working arrangement, the cost of journeys made to the
normal working base on any contractual working day will not normally be reimbursed.

14.2

For other journeys where the starting or finishing point is the employee’s home or
remote workplace, the normal arrangements apply. This means that, in most cases,
when an employee travels straight from home to a location that is not his/her normal
working base, the Council will reimburse the cost of either:
 the journey from the normal work base to the first visit; or
 the journey from home to the first visit, whichever is the shorter.

14.3

The same principle applies when an employee’s last visit is not his/her normal work
base.

15

Resources

15.1

The Council will provide all IT equipment required for those who have a remote working
arrangement. The expectation is that easily portable equipment such as laptops,
keyboards, docking stations, mice and mouse mats will be transported by the
employee in between their remote and office based working locations. Additional
screens can be provided for the employees remote working location but printers will
not be provided.

15.2

Employees must apply reasonable levels of care to equipment allocated to them and/or
used offsite, this includes using protective cases for mobiles and tablets when
provided. The Council reserves the right to deduct payment from an employee for the
replacement of equipment where it can be shown that reasonable care was not taken
i.e. repeated damage or not using a protective case provided.

15.3

On termination of the remote-working arrangement (or if requested) any equipment
provided by the Council must be returned in a satisfactory condition. Normal everyday
use will be taken into account and the employee will not be charged for damage caused
by general wear and tear.

15.4

Should an employee wish to purchase office equipment such as a desk and chair they
are able to apply to the Council’s Remote-Working Resources Salary Advance
Scheme. Salary advances can be made, up to the value of £300, for office equipment,
repayable directly via payroll over up to 12 months. Furniture purchased in this manner
would be the property of the employee. For further details please see the RemoteWorking Resources Salary Advance Scheme available online.

15.5

The Council will not normally make any payment to the employee in respect of heating,
lighting, rent, broadband, consumables etc. as any agreement to work remotely is on
the basis that the employee is making savings in the time and cost of travel to work
which will balance the additional costs of working remotely.

16

Remote Working Application Process

16.1

All employees should have the opportunity to be considered for remote-working.

16.2

When considering a request for remote-working, line managers will need to take into
account the total number of employees from their department who may work remotely
at any one time and ensure that resilience needs are met together with customer
demand.

16.3

No employee can work remotely / from home without the agreement of their Head Of
Service.

16.4

It is for the manager and ultimately the Head of Service to decide whether the post is
suitable for homeworking and the number of posts in the department which may be
worked from remotely at any one time.

16.5

All Remote Working Applications will be reviewed in a fair and consistent manner
embracing diversity and positively looking at how the organisation can agree to an
employee’s requests.

16.6

The process for making a homeworking request is as follows;

16.7

The employee completes section A of the Remote Working Application Form and
sends to their manager

16.8

The manager arranges an informal discussion about the request and uses section B
of the Remote Working Application Form as a conversation guide and to record what
was discussed

16.9

During the conversation the manager and the employee will discuss










Colleagues – such as ease of contact for colleagues under requested pattern
Customers – such as availability of employee during peak customer demand and
peak periods of work
Duties of the JD – such as aspects of the role which must be delivered face to
face
Objectives set for the team and the individual - such as how these will be
achieved under the requested pattern
Other operational matters – such as meetings with line manager and team
members and if there are different requirements across the year
Other practical matters – such as avoidance of interruptions, childcare,
wellbeing/social interaction
The health and safety impact of the request - such as location of work station,
suitability of work station, DSE assessment
The physical property requirements of the request - such as requirement for IT
equipment, suitability of broadband, confidential storage.

16.10 If a line manager intends to decline the Remote Working Application they should alert
the HR Officer or HR Manager so that they may ensure the process has been followed
and also to provide necessary support to both employee and line manager.
16.11 The manager must liaise with their Head of Service with regard to any applications
received. The Head of Service will have the ultimate decision on applications which
must take into account the operational needs of the service as a whole.
16.12 The manager will communicate the outcome to the Remote Working Application to the
employee, sending them a copy of Section C of the form. The line manager will alert
their line manager to this situation for information.
16.13 If accepted Section C of the Remote Working Application will form the employee’s
Remote Working Agreement.
16.14 If accepted the line manager and employee agree a bespoke Remote Working Risk
Assessment for the employee’s remote workplace – using the template Home Working
Risk Assessment as a template (available online)
16.15 If accepted the arrangements remain in place unless either party gives one month’s
written notice of termination of the arrangements.
16.16 If declined the employee can make a formal Flexible Working Application and have the
request considered again.
17

Reversing the arrangement

17.1

Remote working arrangements are not irreversible. Circumstances can change for
both employee and employer and therefore one calendar month’s written notice of the
termination will normally be required on both sides.

17.2

Remote Working arrangements agreed via this policy can expressly not become
contractual over time by customer and practice. Managers are required to review the
remote working arrangements on a regular basis to ensure they continue to remain
viable for both employee and organisation.

KEY

APPENDIX ONE Remote Working Application Process
Informal discussions
with the line manager
are encouraged

Employee
Action

Employee should consider the
remote working request they
wish to make

Manager
Action
HR action

Employee should submit
the Remote Working
Application (completing
Section A)
Line Manager should
arrange an informal
discussion
REFUSAL

Manager should use
Section B of the
Remote Working
Application Form as a
guide to the meeting

Manager to
liaise with HoS
for decision

Manager to liaise with
HR if a request is
going to be refused or
agreed only in part

Manager to
inform employee
of decision
Employee can make a
Flexible Working request
ACCEPTANCE

Manager to provide
the employee with a
copy of the notes from
the meeting Section B
Manager to consider
the Application and
what was discussed
at the meeting

Manager should complete
section C of the Remote
Working Application Form
and provide copies to
Employee and HR/Internal
H&S

Manager should
complete section C of
the Remote Working
Application Form and
provide copies to
Employee and
HR/Internal H&S

REMOTE WORKING APPLICATION FORM
SECTION A - Submitting A Remote Working Request
Name
Department /Service
Does your application relate to a disability?
(If yes, please provide details of your disability)
Are you making a Flexible Working Application?.......................
(If answered yes, please refer to the Flexible Working Policy)
Proposed remote working pattern
(Hours & Days to be specified)
NB 30 minutes lunch break must be
added to each working day that
exceeds 6 hours.
What impact will your request have on
the council’s business and your
department?

What impact will your request have on
your colleagues or team members?

What impact will your request have on
your role?

Proposed effective date
Applicant’s Signature
Date

REMOTE WORKING APPLICATION FORM
SECTION B – Remote Working Discussion
Name
Manager
Date
Review the application form and discuss the
following areas


Proposed working pattern (days/hours/times
worked)



Proposed effective date

Discuss the impact stated on the application form
and on the different categories listed below.


Colleagues – such as ease of contact for
colleagues under requested pattern



Customers – such as availability of employee
during peak customer demand and peak
periods of work



Duties of the JD – such as aspects of the role
which must be delivered face to face



Objectives set for the team and the individual
- such as how these will be achieved under
the requested pattern



Other operational matters – such as meetings
with line manager and team members and if
there are different requirements across the
year



Other practical matters – such as avoidance
of interruptions, childcare, wellbeing

Discuss the health and safety impact of the
request such as location of work station, suitability
of work station, DSE assessment.
Discuss the physical property requirements of the
request such as requirement for IT equipment,
suitability of broadband, confidential storage.
Following the informal discussion, the line manager will provide the employee with a copy of the notes taken at the
meeting – Section B.
The line manager will consider the remote working request, looking at the operational and resilience requirements.
The line manager will also consider the other remote working applications agreed in the department and ensure that
the request does not adversely impact on customer response, resilience and ability to meet departmental objectives.
Each request will be considered on a case-by-case basis. Agreeing to one request will not set a precedent or create
the right for another employee to be granted a similar change to their working pattern.

SECTION C must be completed promptly after the discussion

REMOTE WORKING APPLICATION FORM
SECTION C – Outcome of Remote Working Application
Name
Manager
Date
Remote Working Application Approved or Declined (please circle)

Approved

Declined

Application Approved in on an permanent or trial basis (circle as appropriate)

Permanent

Trial

Review Date

(if on a trial basis)

Declined
If Declined - please state reasons for declined application

Approved
If Approved – Please state details of the remote working pattern:

Effective Date

Manager to forward a copy of this to HR and employee. Employee may wish to keep a copy for their records.
By signing, I confirm my acceptance to the remote working pattern and understand that, once
agreed, one calendar month’s written notice of termination is required on both sides employment
Employee’s name
Signature

Date

Manager’s name
Signature

Date

Head Of Service Name
Signature

Date
Remote Working DSE issued 

Required equipment issued



Once completed and signed, please send this form to the employee named and also to
humanresources@ashford.gov.uk

Flexible retirement
1.

Flexible retirement will only be agreed to where it is in the interests of the Council
to do so.

2.

Management Team will consider requests on business grounds in accordance
with the needs of the service based on the business case put forward. If there
is a cost implication flexible retirement will only be with the approval of full
Council.

3.

Any actuarial reduction applied to the pension will not be waived, in whole or in
part other than in exceptional circumstances and only with the approval of full
Council.

4.

Requests for flexible retirement will only be considered where the request is for
a reduction of at least 30% in hours and/or at least one grade.

5.

Requests for flexible retirement will be considered from any employee wishing
to reduce their hours/grade where the reduction relates to the employees’
current position or upon a transfer to any other position within the Council.

6.

Any employee granted flexible retirement will not be entitled to any salary
protection if this would otherwise normally apply.

7.

In order to make a Flexible retirement application an employee must be 55 or
over 55.

8.

When making a Flexible retirement request an employee should complete a
Flexible Retirement Application Form and follow the process outlined below.

9.

The process is similar to the Flexible Working Application Process and therefore
this policy should be read and understood in conjunction with the Flexible
Working Policy.

10. Employees and managers are reminded that full retirement dates can be
discussed should both parties feel comfortable but are subject to change and
ultimately are a decision for the employee. No formal arrangements in relation
to an employee’s retirement should be made until formal notice is given by the
employee.

APPENDIX ONE Flexible Retirement Process
Informal discussions
with the line manager
are encouraged

Employee should submit
the Flexible Retirement
Application (completing
Section A)
Manager should
prepare for the
Flexible Working
Meeting
Manager should use
Section B of the
Flexible Working
Application Form as a
guide to the meeting
Manager to provide
the employee with a
copy of the notes from
the meeting
(SECTION B)
Manager to consider
the request and what
was discussed at the
meeting

Employee should consider
the flexible retirement request
they wish to make (working
hours or grade)

Line Manager should
immediately contact
HR/Payroll in order for
contact to be made with
Kent Pensions / LGPA

Within 28 days of receipt

KEY

Employee should
contact Kent
Pensions for
pension estimate

Within
8 days

Manager should
complete section C
ACCEPTANCE of the
request and provide
copies to Employee
and HR/payroll

ACCEPTANCE

Contact Kent
Pensions/
LGPA to
obtain cost
estimate

Manager to
inform employee
of decision

Line Manager should
acknowledge receipt of
application by email

Line manager should
arrange a Flexible
Working Meeting

Within 14 days of
the meeting and 28
days of the request*

*Timescales may vary if pension costs
are involved. Cost implications are
subject to the approval of Full Council.

Manager to prepare a
report for MT and
include pension costs
if applicable

Manager
Action
HR action

Employee should contact
manager within 14 days if they
need to discuss the arrangements

Employee’s with 26 weeks
service have the right to appeal
Within 21 days of receipt of
SECTION D

REFUSAL

Manager to prepare a
report for Cabinet and
Council re early
release of pension
costs

Employee
Action

Manager should
complete section D of
the Flexible Working
Application Form and
provide copies to the
employee and HR

Employee should make
an appeal in wring
Within 28 days of receipt

HR will arrange the
appeal hearing

ACCEPTANCE

Within 14 days of the hearing

Management
Team to make a
decision

HR will arrange for the
decision to be
communicated

REFUSAL

FLEXIBLE RETIREMENT APPLICATION FORM
SECTION A - Submitting A Flexible Retirement Request
Name
Department /Service
Have you submitted a flexible working application or flexible retirement
application in the last 12 months? (If yes, please provide application date)
Does your application relate to a disability?
(If yes, please provide details disability)
Are you applying to be become a Homeworker?
(If answered yes, please refer to the Remote Working Policy)
Current working pattern
(days/hours/times worked)

Proposed working pattern (Hours &
Days) NB 30 minutes lunch break
must be added to each working day
that exceeds 6 hours.
Proposed reduction in hours 30% or in
grade (not spinal point) of at least one
State the impacts that you think the
changes you are requesting will have
on the council’s business and your
department.
State the impacts that you think the
changes you are requesting will have
on your colleagues.

State the impacts that you think the
changes you are requesting will have
on your role.

Proposed effective date
Applicant’s Signature

Date

FLEXIBLE RETIREMENT APPLICATION FORM
SECTION B - Flexible Retirement Meeting
Name
Manager
Date
Representative
Check that the employee has read the flexible retirement policy/flexible working policy and understands that:
 Only one application can be made in a 12 months period
 Changes must be at least 30% of hours and one grade.
 All accepted changes are permanent
 Agreement is subject to Management Team, Cabinet and Council approval
Right to appeal if request is rejected (this applies to employees with more than 26 weeks continuous service)
Review the application form and discuss the
following areas


Current working pattern (days/hours/times
worked)



Proposed changes of at least 30% of hours
and one grade.



Proposed working pattern (days/hours/times
worked)



Proposed effective date



Discuss the rationale for the request and what
the employee’s requirements are

Discuss the impact stated on the application form
and on the different categories listed below.


Colleagues



Customers



Finances



Duties of the JD



Objectives set for the team and the individual



Other operational matters – such as ease of
cover


Following the flexible retirement meeting, the line manager will provide the employee with a copy of the notes taken
at the meeting – Section B.
The line manager will consider the proposed flexible working request, and provide a report to Management Team. If
approved by Management and if costs are involved, the line manager will produce a report for Cabinet and Council.
Each request will be considered on a case-by-case basis. Agreeing to one request will not set a precedent or create
the right for another employee to be granted a similar change to their working pattern.

EITHER SECTION C or D must be completed

FLEXIBLE RETIREMENT APPLICATION FORM
SECTION C – Confirmation of Acceptance
Name
Manager
Date of Issue
Meeting Date

(within 14 days of the meeting date)

Date of original request

(within 28 days of the original request date)

Application Approved in Full or in Part (circle as appropriate)

In Full

In Part

State details of the new working pattern:

Effective Date
Line Manager’s name

Signature

Head Of Service’s name

Signature

The Manager must forward a copy of this to Payroll and HR and the employee. The employee may wish to
keep a copy for their records. The employee’s key terms and conditions of employment, namely salary, cash
alternative, essential user subsidy and annual leave entitlement will be adjusted within Itrent along with any
amended working pattern. Information regarding these changes are available to the employee on Itrent Self
Serve.
Employees should contact their line manager or a member of the HR team within 14 days of receiving
SECTION C if they wish to discuss the new working arrangements further, or have any concerns.
By signing, I confirm my acceptance to this variations to the terms and conditions of my
employment (as dated above)
Employee’s name
Signature

Date

Once completed and signed, please send this form to humanresources@ashford.gov.uk

FLEXIBLE RETIREMENT APPLICATION FORM
SECTION C – Confirmation of Refusal
Name
Manager
Date of Refusal
Meeting Date

(within 14 days of the meeting date)

Date of original request

(within 28 days of the original request date)

Business grounds for refusal :









The burden of additional costs
Detrimental effect on the ability to meet customer demand
Inability to re-organise work among existing staff
Inability to recruit additional staff
Detrimental impact on quality
Detrimental impact on performance
Insufficiency of work during the periods the employee proposes to work
Planned structural changes

Explanation of the reason for refusal :

Line Manager’s name

Signature

Head Of Service’s name

Signature

Once completed and signed, please send this form to humanresources@ashford.gov.uk

Should you wish to appeal against this decision please note that appeals must be made in writing addressed
to the Head of HR & Customer Services within 21 days of the date you receive Section D. The appeal should
clearly state the grounds on which you are appealing. Please see the Flexible Working Policy for full details.

Virtual Meeting Addendum
1.

Throughout the Conditions of Service numerous types of face to face meetings
are referred to e.g. informal meetings, informal discussions, team meetings, one
to ones appraisals, investigations, investigation meetings, hearing, disciplinary
hearings, grievance meetings, grievance hearings, consultation meetings,
capability hearings, appeal hearings etc. This list is not exhaustive.

2.

For the avoidance of doubt all above types of face to face meetings can also be
held virtually, over communications platforms such as Skype, Zoom or Teams
etc.

3.

The manager has a responsibility to ensure the employee has access to a
suitable device to enable the virtual communication to take place.

4.

The employee has a responsibility to ensure that their internet connection and
electrical charge on the device is sufficient to enable the virtual communication
to take place.

5.

The employee and the manager are required to turn their cameras on, unless
there is a valid reason for not doing so. A camera feed from all parties improves
communication within a meeting as all parties can experience non-verbal
communication which may be essential to understanding. If an individual is
sensitive to their video feed background they are reminded that they can set a
suitable virtual background.

6.

Virtual meetings can be reasonably reconvened should any party attending the
virtual communication experience technical difficulties.

7.

It is the responsibility of the affected party to resolve their technical difficulties
(with the support from the IT team if applicable) to enable the virtual
communication to take place.

8.

All parties are responsible for ensuring that they can attend the virtual
communication free from interruptions in a sensitive and confidential matter.

9.

If an unavoidable interruption occurs the meeting must be immediately paused
and reconvened when suitable for all parties.

FLEXIBLE WORKING - THE RIGHT TO REQUEST
AND THE DUTY TO CONSIDER

GUIDANCE NOTES
________________________________________________________________
Introduction
All employees who have over 26 weeks service have the right to apply to work
flexibly. Although we already have a well established practice of accommodating
requests to work more flexibly wherever possible, this right means that we will
need to follow a formal procedure with defined time limits that have to be
adhered to.
We are strongly committed to supporting our employees in achieving a better
work-life balance. This is reflected in the flexible working patterns that we
already have in place. Additionally, these procedures also apply to employees
who would like to consider flexible retirement. Any staff aged 55 and over can
apply for flexible retirement using these guidelines. Please note however that for
a flexible retirement application to be considered where the request is for a
reduction of at least 30% in hours and/or at least one grade. Applications for
flexible retirement should be made in accordance with the flexible retirement
policy found in the Conditions of Service.
In order to have a uniform approach across the organisation and to comply with
legal requirements, we have drafted two forms which must be used by
employees making the request for Flexible Working and by managers when
replying:
 Form A: Flexible Working Application Form
 Form B: Flexible Working Application Reply Form
Please note that all other decisions, such as extending the time limits for any part
of the process or to withdraw the request must be made in writing.
These notes are intended as guidelines only and you should consult the
Personnel & Development department for further details or advice if you either
wish to make a request, or are replying to an employee’s request.

Who can apply?

What kind of
applied for?

changes

can

be

All employees over the age of 55 can Eligible employees will be able to
request a flexible retirement.
request:
According to the legislation regarding 
flexible working, an employee must:

 have worked at ABC continuously
for at least 26 weeks at the date the
application is made


a change to the hours they work
a change to the times they are
required to work
to work from home

 not be an agency worker

(This covers working patterns such as
annualised hours, compressed hours,
 not have made another application flexitime, home-working, job-sharing,
to work flexibly under the right self-rostering, shift-working, staggered
during the past 12 months
hours and term-time working)

The procedure
Making the
application

The employee must make a considered application in writing
to their manager (Form A). Under the right, you can only
make 1 application a year and acceptance of an application
will mean a permanent change to your terms and conditions
of employment (unless otherwise agreed between the
employee and their manager).

Considering the
request

Within 28 days of receiving the request, the manager must
arrange to meet with the employee to discuss their
application. If the proposed work pattern cannot be
accommodated, the manager must ensure that alternative
working patterns are explored with the employee. The
employee can bring a colleague to this meeting if they wish.
There is a template to help structure the discussion for this
meeting.
With regards to flexible retirement, you should note that
acceptance can only be made with full management team
approval. If Ashford Borough Council would incur a cost by
accepting the flexible retirement application then approval of
the application can only be given by Full Council.

If you do not have a pensions estimate when making your
application to retire flexibly, please note the Council will have
to contact KCC to do so as this may inform both your and
the Council’s decision as to whether to accept the flexible
retirement application. Please contact Diz Grant for details of
how to obtain an estimate from KCC.
Within 14 days after the date of the meeting (please note it
is likely to take longer than 14 days in cases of flexible
retirement, see ‘Considering the request’ above) the
manager must write to the employee (Form B) to either :
Accepting the
request

-

agree to a new work pattern and a start date
OR

Refusing the
request

-

refuse the request. This must provide clear business
grounds as to why the application cannot be
accepted and the reason why the grounds apply in
the circumstances.

The only valid grounds for refusing a request are:
-

The burden of additional costs
Detrimental effect on the ability to meet customer
demand
Inability to re-organise work among existing staff
Inability to recruit additional staff
Detrimental impact on quality
Detrimental impact on performance
Insufficiency of work during the periods the employee
proposes to work
Planned structural changes

If the employee accepts the decision to either agree or
refuse their request, please return all forms to Personnel &
Development so that this info can be kept on their personal
file and that any changes to their Terms & Conditions can be
made where necessary.
The appeal

Employees have a right to appeal against the decision.
This must be done in writing within 14 days of receiving their
manager’s decision and by following the Council’s internal
grievance procedure.
Please speak to Personnel &

Development for further information and advice on how to
proceed with the appeal.
Time limits

All time periods can be extended by mutual agreement
between the employee and the manager. This must be
done in writing to prevent a dispute arising as to whether or
not the employer has complied with the time limit
requirements set out under the new right.
The time limit is automatically extended if the manager who
would ordinarily consider the application is absent - the 28
day period begins on their first day back at work.
Bear in mind that for flexible retirement applications the time
limits are more than likely to be extended considering the
levels of approval that need to be obtained. At all stages,
however, regular information should be communicated to
update on the progress of the application.

Right to be
accompanied

The employee has the right to be accompanied at all
meetings by a fellow employee, or a trade union
representative if they are a member.

Withdrawing an
application

If the employee decides to withdraw their application this
must also be done in writing.

Once the procedure has been completed, all forms/correspondence must
be returned to Personnel & Development so that these can be added to the
employee’s personal file and any necessary changes can be made to their
Terms and Conditions of Employment.
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Objectives
Definitions
Arrangements
Hours of work
Travelling arrangements
Health and safety
Resources
Insurance and tax
Security and confidentiality
Performance management
Guidance for line managers
Conditions of service
Employee responsibilities
Reverting to the work base
Appendix A - Homeworking application
Appendix B - Homeworking agreement
Appendix C – Assessment criteria

1.

Ashford Borough Council realises that the world of work is changing. In order
to move forward in today’s modern world it is important to endeavour to link
individual’s needs with the Service needs.

2.

Work life balance is about organisations identifying with their employees how
both can benefit from a more imaginative approach to working practices. Many
organisations already acknowledge the benefits for themselves:




3.

In light of this, Ashford Borough Council is committed to exploring flexible
working and work life balance practices within the workforce both for existing
employees and new recruits.
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improved recruitment, retention and motivation of employees;
reduced stress, sickness and absenteeism;
increased productivity, service delivery and profits.
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Objectives

1.1

Ashford Borough Council welcomes diversity and wishes to ensure that our
workforce reflects individual needs.

1.2

A flexible approach to working arrangements promotes the recruitment and
retention of employees at all levels, thus enabling individuals to adjust their
working pattern in order to respond to changes in their personal lives.

1.3

This policy and accompanying guidelines have been developed to support
Managers and employees proposing to work at home.

1.4

Working at home or from home as part of a flexible working package can:
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Reduce unnecessary travel;
Result in more efficient working;
Help employees to balance their work and personal lives more effectively;
Enable employees with disabilities to enter or remain in employment where
this would otherwise be difficult.
Back to contents
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Definitions

2.1

Homeworking consists of working at home rather than on the employer's
premises and may involve using systems to accomplish tasks and remain in
contact with the manager/supervisor. It could mean working a set number of
hours or days a week, a fortnight or in a month on a formally agreed basis. The
workplace will continue to be the office address. Throughout this policy the
phrase “working at home” refers to this definition.

2.2

Remote working means the taking of services to the customer rather than the
customer having to visit the Council offices to access services. Working from
home involves an employee who spends a high proportion of their working time
away from their work base. Working from home means they start their journeys
from home rather than having to call into the office first. This policy applies to
homeworking only. This policy should be read in conjunction with the Council’s
Code of Practice for Lone Workers.

2.3

Informal homeworking arrangements such as working the occasional hours,
day(s) or week(s) at home such as to meet particular deadlines or to assist in
easing an employee back to work after a period of sickness absence (under the
advice of Occupational Health) may be approved by a Head of Service.

2.4

The arrangements for remote working and informal homeworking will not be
subject to this policy although this will be reviewed.

2.5

Normal work base is the location of the main department (e.g. Civic Centre).
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Arrangements

3.1

Homeworking is not covered by any specific legal provision. However parents
with children under 16 or disabled children under 18 and employees with
responsibilities as carers of relatives have the right to request a flexible working
pattern (including homeworking) and this places a duty on employers to
consider their requests in accordance with the prescribed procedure and to
reject a request only on clear business grounds.

3.2

All employees should have the opportunity to be considered for remote and/or
homeworking. However only those whose posts have duties where
homeworking is deemed feasible and who are deemed suitable for this type of
working, by reference to the stated criteria, at appendix C will be eligible to work
remotely or at home.

3.3

When considering a request for homeworking, line managers will need to take
into account the total number of employees from their department who may
work from home at any one time and the costs of furniture and equipment.

3.4

All working at home should be entered into on a voluntary basis between an
employee and their Line Manager. No employee can work at/from home
without the agreement of the Line Manager.

3.5

It is for the manager to decide whether the post and person is suitable for
homeworking and the number of posts in the department which may be worked
from home at any one time.

3.6

All requests/agreements for working at home must be in writing using the
Home-based Working application form, attached as Appendix A.

3.7

Line Managers and employees will agree how work will be monitored and
normally set a period of time after which any arrangements will be reviewed.
After the review, either party can end home-based working arrangements.
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Hours of work

7.1

It is for the manager and employee to agree the pattern of hours of work. Both
parties need to be flexible and take account of the need for the employee to be
contactable and the needs of the department balanced with the domestic
arrangements of the employee. Core time does not need to match core time at
the Civic Centre and flexible hours may be in the evening or weekends.
Consideration could be given to periods of time when the employee is not at
work but contactable. (E.g. when attending a child’s school function, hospital
visit).

7.2

There is always a risk that employees will work longer (or shorter) hours at
home. Each individual will be expected to keep a record of the hours they are
working, so that they and their Line Manager can be sure that they are putting
in a reasonable and safe working week. Employees should also ensure that
they take their daily rest breaks.

7.3

The emphasis should be on output of work and meeting of targets rather than
rigid adherence to set times of work.

Back to top
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Travelling arrangements

8.1

If an employee is working at home, the cost of journeys made to the normal
working base will not normally be reimbursed.

8.2

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 his/her normal
working base, the Council will reimburse the cost of either:



8.3

the journey from the normal work base to the first visit; or
the journey from home to the first visit, whichever is the shorter.

The same principle applies when an employee’s last visit is not his/her normal
work base.

Back to top
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9 Health & Safety
9.1

The Council has various duties under the Health and Safety at Work Act 1974
and must, so far as reasonably practicable, ensure the health, safety and
welfare of its employees wherever they work. The employee also has a legal
duty to look after their own health and safety, and is expected to co-operate
with their Line Manager in ensuring a safe and healthy working space at home
and for their personal safety when ‘lone working’. Both employees and line
managers should refer to the “Working Alone in Safety” guidance and the “Code
of Practice for Lone Workers” documents that are available on the Intranet.

9.2

Many of the Regulations made under the Act apply, including for example, the
Management of Health and Safety at Work Regulations 1999, Display Screen
Equipment Regulations 1992, and the Provision and use of Work Equipment
Regulations 1992.

9.3

The Line Manager must contact the Health and Safety Officer who will make
arrangements for a risk assessment to be undertaken at the employee’s home.
The employee (if a Unison member) has the right to invite a UNISON accredited
safety representative to accompany the person undertaking the risk
assessment when inspecting their home. The risk assessment is a five stage
process:




Identify any hazards (i.e. something which may cause harm);
Decide who might be harmed and how;
Assess the risks and take appropriate action to reduce or remove them as
far as possible;




Record the findings;
Reassess the risks on a regular basis and take any further steps if
necessary.

9.4

The Council is only responsible for any electrical equipment it supplies.
Electrical sockets and other parts of the employee’s domestic electrical system
are the employee’s own responsibility.

9.5

If the employee is working at home and has been classified as a Display Screen
“user”, then the employer has a duty to ensure that any such equipment is safe
and does not affect the employee’s health. The workstation must be adjusted
to a comfortable position, and located so that lighting will not cause reflections
or glare on the screen. Employees must be able to view the screen at a
comfortable position, and should spectacles be required for VDU work, the
“user” may request an eye examination from the Health & Safety Officer. It is
important that “users” take breaks from work to reduce the likelihood of
tiredness and change position regularly to reduce strain on the hands, wrists,
arms, shoulders, neck and back. Where employees working at home are issued
with a laptop as their main computer, they should be provided with a docking
station.

9.6

Depending on the nature of the work undertaken at home, the employer has a
duty to provide suitable and adequate first aid provisions.

9.7

Employees are required to report to their manager, any accidents, injuries,
diseases or dangerous occurrences whilst working, to the Health and Safety
Officer. A record must be kept of these incidents on an accident form and
investigations may need to be made to ensure such incidents do not recur.

9.8

Employees should be aware that an HSE Inspector has the right to visit
employees working at or from home to ensure that risks from work and working
from home are properly managed.

9.9

Further health and safety advice can be obtained from the Health and Safety
Officer.
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10 Resources
10.1 Line Managers must decide what resources should be made available, taking
into consideration budget restrictions, the needs of the individual and the needs
of the Service.
10.2 Where the Council provides any equipment, it will remain the property of the
Council and the employee will return the equipment to the Council when they
are no longer working at or from home or when the employee ceases to be
employed by the Council.

10.3 The Council will not normally make any payment to the employee in respect of
heating, lighting, rent etc. as any agreement to work from home is on the basis
that the employee is making savings in the time and cost of travel to work which
will balance the additional costs of working at home.
Back to top
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11 Insurance and tax
11.1 Employer’s Liability Insurance covers Ashford Borough Council for all sums
which it becomes legally liable to pay as damages in respect of injury to an
employee arising out of and in the course of their employment with Ashford
Borough Council.
11.2 Public Liability Insurance provides cover for all sums that Ashford Borough
Council becomes legally liable to pay as damages in respect of or in the
consequence of, accidental injury, or accidental damage to third parties or their
property.
11.3 There will be no change to domestic Council Tax.
11.4 Compensation is not automatically paid following an incident. To make a
successful claim against Ashford Borough Council it will be necessary to show
negligence or some other basis for legal liability.
11.5 Employees should notify their contents and building insurance companies that
they will be working at or from home. Their premiums should be unaffected.
11.6 It is also advised that employees notify their Mortgage Company (or landlord if
renting). Employees should also consider any potential tax implications of using
their home for business purposes
Back to top

Back to contents

12 Security and confidentiality
1.1

All employees working at or from home must keep any Ashford Borough
Council information (whether in paper or electronic documents) confidential and
secure. Security arrangements (for example, password protection) should be
adopted and clarified in the homeworking agreement (refer to Appendix B) to
ensure:







Security and confidentiality of Council equipment and information;
No access of family and friends to work documents and Council equipment;
Provision of secure lockable containers;
Protection of home computers used for work and their links;
Appropriate use of other communication links used for work;
Disposal of confidential waste.

1.2

Employees are responsible for ensuring any necessary confidentiality. They
must ensure that all information stored and accessed is secure and cannot be
accessed by unauthorised parties, including family members. Failure to do so
will be considered as a disciplinary offence.

1.3

Line Managers are responsible for ensuring that employees working at or from
home maintain the correct level of security and confidentiality.

1.4

The right of an employee not to disclose his/her home address, telephone
number and home e-mail address except to immediate colleagues must be
respected.
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13 Performance management
13.1 The basic principles of performance management will apply when managing
employees who are working at or from home.
13.2 Employees working at or from home must clearly record their hours worked on
the My Portal system.
13.3 Line Managers should remember that new patterns of work must have been
agreed. Employees should not work overtime without the prior approval of their
manager.
13.4 Employees must remain in contact with their line manager or as directed, either
through e-mail or by telephone at regular intervals. This is particularly pertinent
if for example, employees were to start making appointments to visit customers
during the evenings. (See the Code of Practice for Lone Workers in the Health
and Safety policy which is available on the intranet.)
13.5 Ultimately, working at home equals a shift in the Council’s culture and
employees and managers will need to agree how work outputs are measured
rather than relying on an employee being present to indicate that work is being
completed.
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Guidance for line managers

14.1 In considering which jobs or aspects of a job are appropriate for working at
home, Line Managers should take into account the following:





That there will be no detrimental effect on the level and quality of service;
Whether any additional costs will be incurred and whether they will be cost
effective?
That there are clear objectives and measurable outputs (e.g. production of
reports, etc.);
That the nature of the work undertaken is such that face-to-face contact or
direct supervision is not necessary. Working from home should be carried





out at times when the employee does not need to be accessible in person
or be available for meetings at short notice.
Where appropriate, arrangements must be made for the supervision of
other employees when the employee is working from home;
There should be no increase in workload for office-based colleagues as a
result of an employee working from home;
Arrangements must be in place to protect confidential information.

14.2 This is only a summary of the criteria to be assessed. Further details are
attached at Appendix C.
14.3 The following issues should be agreed in writing and used as part of the
induction for employees entering into the homeworking scheme:








Clear duties and objectives;
Procedure for assessing/monitoring performance and output;
Contracted hours and how to record hours worked;
Communication and reporting procedures;
Arrangements for regular face to face meetings;
Future training and development to be agreed through personal
development plans;
Ordering, delivery and installation of necessary equipment.

14.4 Arrangements must be in place for effective communication with the workplace
to be maintained. For example:









Circumstances vary but it is recommended that employees working at
home spend at least one day a week/fortnight at the work base to develop
and maintain relationships with the team and the organisation;
Homeworkers will have a meeting with their line manager at least once a
month;
New employees may initially need to spend more time at the work base to
facilitate their induction and this should be discussed with the employee
when the offer of employment is made;
It is very important to consider the impact of homeworking upon other
employees as a result of colleagues being based away from the office
environment. Their views will also be considered as part of the review;
Active attention will need to be given to team building as homeworkers risk
feeling excluded and invisible. They must be involved in communications,
for example review meetings and team meetings;
Trade Unions and staff representatives should have the same opportunities
to communicate with homeworkers as they have with other employees,
including time off to visit them at home if the homeworker agrees and it is
necessary;
Times when the individual can be contacted at home about work need to
be clear. It may be possible for these to be different from the current hours
of availability in the employer's workplace. It is important, however, that
there are clear times when the employee will not normally be contacted.
Home visits will be arranged at hours acceptable to both employer and
employee;
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There may be a need for the provision of appropriate main work base
facilities, such as “hot-desking” areas.
Access to the Intranet will be provided where the employee uses a
computer at home for work purposes.
Back to contents

Conditions of service

15.1 It is important that employees do not feel pressurised into working at home.
Consideration must be given to employees who either cannot work at home or
prefer not to. Therefore homeworking agreements will be entered into on a
voluntary basis between an employee and their manager, and can be agreed
for full-time, job share or part-time employees.
15.2 Where it is agreed that an employee may take part in homeworking, his or her
revised terms and conditions will be based on the following principles:





No reduction in grade;
No loss of status;
No loss of career prospects;
No loss of training opportunities.

15.3

Journeys made to the employee's administrative base e.g. to attend meetings,
courses etc. cannot be claimed as travelling expenses. For business journeys
e.g. attending meetings, courses, where the starting and finishing point is the
employee's home, the principles of the travelling expenses and subsistence
allowance will apply (other than where travelling to the administrative base).

15.4

Homeworkers cannot claim reimbursement for any expenses arising as a result
of working at home such as for heating and lighting costs incurred, other than
work-related telephone charges. (The increased costs may be considered as
off-set by the reduction in the costs of travelling to and from the Council offices.)

15.5

On termination of the homeworking arrangement (or if requested) any
equipment provided by the Council must be returned in a satisfactory condition
otherwise the homeworker may be required to reimburse the Council. Normal
everyday use will be taken into account and the employee will not be charged
for damage caused by general wear and tear.
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Employee responsibilities

16.1 It is the responsibility of each employee to take reasonable care to ensure the
safety, and security of Council equipment and to maintain the working
environment to the agreed health and safety standards. They must report any
problems or defects to their line manager immediately. IT related issues must
also be reported to the ICT Service Desk immediately. Repairs/inspections will
be arranged for the employee normally through their line manager. Where

necessary the homeworker must ensure that ICT can gain access to their home
during office hours i.e. within core time.
16.2 Any equipment, furniture, etc supplied by the Council should be used for the
Council's work only. This is particularly important with respect to computer
equipment due to the risk of introducing computer viruses.
16.3 Employees who work at home will be covered by all Council policies especially
the ICT Security and Email and Internet Acceptable Use Policies. If the
homeworker is subject to flexible working hours this will continue to apply, if
agreed, and he/she must be available at home during core hours. This is to
ensure managers and colleagues know when they can contact the homeworker
during the day. They should continue to keep a record of the hours worked on
My Portal as per work based employees. The manager will monitor the hours
worked on a monthly basis or more often if required.
16.4 Employees working at home must keep Ashford Borough Council information
(whether in paper or electronic documents) confidential and secure.
16.5 Employees are reminded of the provisions of Paragraph 6 of the code of
Conduct and employees must consult their manager before committing
themselves to any additional employment and to inform the Head of Personnel
and Development in writing. If homeworkers are appointed to additional jobs
with another employer they should notify their line manager who should reevaluate any safety issues, hours of availability and assess any conflict of
interest.
16.6 As there is a need to balance work and home life, employees should inform
their friends and family about their homeworking arrangements to ensure that
there will be minimal interruptions.
16.7 All equipment, furniture, documents, software, etc must be returned by the
homeworker if they cease employment or homeworking or if required to do so
by Ashford Borough Council.
16.8 Homeworkers must:




Book annual leave in accordance with normal Council procedures;
Report in sick in accordance with normal reporting procedures otherwise
the leave may be treated as unauthorised absence;
Report any accidents, injuries, diseases or dangerous occurrences arising
from and/or relating to the performance of their work that occur whilst
working at home to their manager and complete the normal reporting
procedures.

16.9 It is the employee’s responsibility to consider any planning permissions and
restrictions on leases/tenancies etc which might prohibit homeworking.
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Reverting to the work base

17.1 It is important that a homeworking agreement is not seen as irreversible (on
both sides), for example due to lack of office space. Feedback may indicate it
has an adverse effect on their work or on the team such that it is better to
increase the amount of time they spend at the work base or end the
homeworking arrangement. It is quite common for employees to enjoy working
at home at the beginning, but subsequently find they are feeling isolated and/or
out of touch and want to return to the work base. A change in personal
circumstances may also make homeworking difficult. One calendar month
written notice of the termination will normally be required on both sides.
Policy Agreed: JCC August 2007

Reviewed January 2014

Homeworking - APPENDIX A
APPLICATION TO HOMEWORK –
To be completed by employee

Homeworking - APPENDIX B
HOMEWORKING OPERATIONAL AGREEMENT –
Between the homeworker and line manager
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Homeworking - APPENDIX C
ASSESSMENT CRITERIA FOR HOMEWORKING APPLICATIONS
1.

What posts/tasks are suitable for homeworking?

It would not be possible to provide a definitive list of occupations suitable for
homeworking, however research indicates certain job characteristics which lend
themselves to home based working. It is important that a trial period with agreed
timescales and work outcomes is negotiated prior to the homeworking application
being approved. These characteristics are:
(i)
(ii)

(iii)
(iv)
(v)
(vi)

A high degree of written rather than manual work;
Work performed on an individual basis or with clearly defined areas of individual
work i.e. project work, research and report writing, policy analysis, case work,
administrative tasks;
Work which has clearly defined objectives and is not subject to sudden changes
of priorities;
Work that has performance measurement indicators;
Work which does not require frequent input from other employees and centrally
provided facilities, e.g. central paper based filing systems;
Work which does not require access to the office prior to visiting sites.

The introduction of home based working must not cause an adverse effect on the level
and quality of service, or on the employees involved, or those who could be affected
by colleagues being designated as homeworkers.
2.

Identifying employees for which homeworking would be suitable

The success of homeworking depends on the homeworker holding the right personal
qualities and skills and with appropriate monitoring and support systems being in
place.
The following are some of the characteristics that would be considered in approving
an employee's application to take part in the homeworking scheme:
(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)
(viii)
(ix)

Commitment to homeworking;
Self motivation;
Self reliance and discipline to work without direct supervision;
Ability to complete work to scheduled deadlines;
Initiative, flexibility and time management skills;
Ability to cope with reduced social contact and isolation;
Ability to balance work and domestic demands and not easily distracted;
Not a workaholic;
Competent in the use of IT equipment associated with the job.

(The above characteristics should be measurable and the individual application form
completed to establish evidence. This can be used to monitor and review the
continued viability of homeworking.

3.

Choosing suitable location at home

Consideration has to be given to the suitability of the proposed location. The work site
has to be adequate for practical working and in terms of health and safety legislation
and permission must also be obtained from the landlord or mortgage provider if
necessary. Ideally the employee should have a separate room or area set aside for
homeworking which will be sufficient in terms of accommodating all the necessary
furniture and equipment. Where a room is used purely for work purposes, there may
be implications for capital gains tax on the sale of the property. Employees should
contact HM Revenue and Customs on the possible tax implications.
Back to top

Back to contents

F3

Flexible retirement
1.

Flexible retirement will only be agreed to where it is in the interests of the Council
to do so.

2.

Management Team will consider requests on business grounds in accordance
with the needs of the service based on the business case put forward. If there
is a cost implication flexible retirement will only be with the approval of full
Council.

3.

Any actuarial reduction applied to the pension will not be waived, in whole or in
part other than in exceptional circumstances and only with the approval of full
Council.

4.

Requests for flexible retirement will only be considered where the request is for
a reduction of at least 30% in hours and/or at least one grade.

5.

Requests for flexible retirement will be considered from any employee wishing
to reduce their hours/grade where the reduction relates to the employees’
current position or upon a transfer to any other position within the Council.

6.

Any employee granted flexible retirement will not be entitled to any salary
protection if this would otherwise normally apply.

Back to contents
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Equality Impact Assessment

3. These are known as the three aims of the
general equality duty.

1. An Equality Impact Assessment (EIA) is a
document that summarises how the council
has had due regard to the public sector
equality duty (Equality Act 2010) in its
decision-making. Although there is no
legal duty to produce an EIA, the Council
must have due regard to the equality duty
and an EIA is recognised as the best
method of fulfilling that duty. It can assist
the Council in making a judgment as to
whether a policy or other decision will have
unintended negative consequences for
certain people and help maximise the
positive impacts of policy change. An EIA
can lead to one of four consequences:

Protected characteristics

(a) No major change – the policy or other
decision is robust with no potential for
discrimination or adverse impact.
Opportunities to promote equality have
been taken;
(b) Adjust the policy or decision to remove
barriers or better promote equality as
identified in the EIA;

4. The Equality Act 2010 sets out nine
protected characteristics for the purpose of
the equality duty:


Age



Disability



Gender reassignment



Marriage and civil partnership*



Pregnancy and maternity



Race



Religion or belief



Sex



Sexual orientation

*For marriage and civil partnership, only the
first aim of the duty applies in relation to
employment.
Due regard

(c) Continue the policy – if the EIA
identifies potential for adverse impact,
set out compelling justification for
continuing;

5. Having ‘due regard’ is about using good
equality information and analysis at the
right time as part of decision-making
procedures.

(d) Stop and remove the policy where
actual
or
potential
unlawful
discrimination is identified.

6. To ‘have due regard’ means that in making
decisions and in its other day-to-day
activities the council must consciously
consider the need to do the things set out
in the general equality duty: eliminate
discrimination, advance equality of
opportunity and foster good relations. This
can involve:

Public sector equality duty
2. The Equality Act 2010 places a duty on the
council, when exercising public functions,
to have due regard to the need to:
(a) Eliminate discrimination, harassment
and victimisation;



(b) Advance equality of opportunity
between persons who share a relevant
protected characteristic and persons
who do not share it;

removing or minimising disadvantages
suffered by people due to their
protected characteristics.



taking steps to meet the needs of
people
with
certain
protected
characteristics when these are different
from the needs of other people.



encouraging people with certain
protected characteristics to participate
in public life or in other activities where
it is disproportionately low.

(c) Foster good relations between persons
who share a relevant protected
characteristic and persons who do not
share it (ie tackling prejudice and
promoting understanding between
people from different groups).

7. How much regard is ‘due’ will depend on
the circumstances The greater the

potential impact, the higher the regard
required by the duty. Examples of functions
and decisions likely to engage the duty
include: policy decisions, budget decisions,
public appointments, service provision,
statutory
discretion,
decisions
on
individuals,
employing
staff
and
procurement of goods and services.

policy, for example, is being developed and
agreed but also when it is implemented.


It is good practice for those exercising
public functions to keep an accurate record
showing that they have actually considered
the general duty and pondered relevant
questions.
Proper
record
keeping
encourages
transparency
and
will
discipline those carrying out the relevant
function
to
undertake
the
duty
conscientiously.



A public authority will need to consider
whether it has sufficient information to
assess the effects of the policy, or the way
a function is being carried out, on the aims
set out in the general equality duty.



A public authority cannot avoid complying
with the duty by claiming that it does not
have enough resources to do so.

8. In terms of timing:






Having ‘due regard’ should be
considered at the inception of any
decision or proposed policy or service
development or change.
Due regard should be considered
throughout development of a decision.
Notes shall be taken and kept on file as
to how due regard has been had to the
equality duty in research, meetings,
project teams, consultations etc.
The completion of the EIA is a way of
effectively summarising this and it
should inform final decision-making.

Case law principles
9. A number of principles have been
established by the courts in relation to the
equality duty and due regard:


Decision-makers in public authorities
must be aware of their duty to have ‘due
regard’ to the equality duty and so EIA’s
must be attached to any relevant
committee reports.



Due regard is fulfilled before and at the
time a particular policy is under
consideration as well as at the time a
decision is taken. Due regard involves
a conscious approach and state of
mind.



A public authority cannot satisfy the duty by
justifying a decision after it has been taken.



The duty must be exercised in substance,
with rigour and with an open mind in such
a way that it influences the final decision.



The duty is a non-delegable one. The duty
will always remain the responsibility of the
public authority.



The duty is a continuing one so that it
needs to be considered not only when a

The Equality and Human Rights
Commission has produced helpful
guidance on “Meeting the Equality
Duty in Policy and Decision-Making”
(October 2014). It is available on the
following link and report authors should
read and follow this when developing
or reporting on proposals for policy or
service development or change and
other decisions likely to engage the
equality duty. Equality Duty in decisionmaking

Lead officer:

Joy Cross – HR Manager

Decision maker:

Cabinet

Decision:
 Policy, project, service,
contract
 Review, change, new, stop

Revised personnel policy documents which form part of the
conditions of service.

Date of decision:
The date when the final decision
is made. The EIA must be
complete before this point and
inform the final decision.

September 2020

Summary of the proposed
decision:
 Aims and objectives
 Key actions
 Expected outcomes
 Who will be affected and
how?
 How many people will be
affected?

The three proposed new policy documents are;
 Flexible Working Policy,
 Remote Working Policy,
 Flexible Retirement Policy
 Virtual Meeting Addendum.

Information and research:
 Outline the information and
research that has informed
the decision.
 Include sources and key
findings.

caselaw research, best practice guidance, consultation
managers and unison and staff side.

Consultation:
 What specific consultation
has occurred on this
decision?
 What were the results of the
consultation?
 Did the consultation analysis
reveal any difference in views
across the protected
characteristics?
 What conclusions can be
drawn from the analysis on
how the decision will affect
people with different
protected characteristics?

The above policies replace the following policy documents in
the current Conditions of Service
 Flexible working guidelines (available on the intranet)
 H2 Homeworking
 F3 Flexible Retirement

Consultation was undertaken as detailed above which
resulted in two drafts of the proposed policies being
produced and discussed.
The policy documents comply with UK employment law

Assess the relevance of the decision to people with different protected characteristics
and assess the impact of the decision on people with different protected characteristics.
When assessing relevance and impact, make it clear who the assessment applies to within the
protected characteristic category. For example, a decision may have high relevance for young
people but low relevance for older people; it may have a positive impact on women but a neutral
impact on men.

Protected characteristic

AGE

Relevance to Decision
High/Medium/Low/None

Impact of Decision
Positive (Major/Minor)
Negative (Major/Minor)
Neutral

None

Neutral

Middle age

None

Neutral

Young adult

None

Neutral

Children

None

Neutral

DISABILITY

None

Neutral

Mental

None

Neutral

Sensory

None

Neutral

GENDER REASSIGNMENT

None

Neutral

MARRIAGE/CIVIL
PARTNERSHIP

None

Neutral

PREGNANCY/MATERNITY None

Neutral

RACE

None

Neutral

RELIGION OR BELIEF

None

Neutral

SEX

None

Neutral

Women

None

Neutral

SEXUAL ORIENTATION

None

Neutral

Elderly

Physical

Men

Mitigating negative impact:
Where any negative impact
has been identified, outline
the measures taken to
mitigate against it.

n/a

Is the decision relevant to the aims of the equality duty?
Guidance on the aims can be found in the EHRC’s Essential Guide, alongside fuller PSED
Technical Guidance.
Aim

Yes / No / N/A

1) Eliminate discrimination, harassment and victimisation

n/a

2) Advance equality of opportunity between persons who share a
relevant protected characteristic and persons who do not share it

n/a

3) Foster good relations between persons who share a relevant
protected characteristic and persons who do not share it

n/a

Conclusion:


Consider how due regard
has been had to the
equality duty, from start to
finish.

Due regard has been paid to equality through the drafting of
documentation by qualified HR professionals trained in equality
issues and review of relevant employment case law.



There should be no
unlawful discrimination
arising from the decision
(see guidance above ).

Via consultation with affected employees.



Advise on whether the
proposal meets the aims of
the equality duty or
whether adjustments have
been made or need to be
made or whether any
residual impacts are
justified.



How will monitoring of the
policy, procedure or
decision and its
implementation be
undertaken and reported?

EIA completion date:

The council’s revised policy register will assist services to meet
this
27.08.20

