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Smart Working Policy  
 
 
Our commitment 
 
The purpose of this policy is to support smart ways of working for its employees. This enables us to 
have a 'Smart Working' environment and practices which make better use of time, space and 
technology. This has benefits for the organisation, its employees and its customers. 
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Scope  
 
This Policy applies to all non-school based employees (unless adopted by the school governing body) 
working for the Council whose work location may be ‘Smart’. Adherence to this Policy is a condition of 
working for the Council or using its assets.  

Roles and Responsibility 
 

The overall responsibility for the Smart Working Policy within WBC rests with the Chief Executive.  All 
managers are directly responsible for implementing this Policy and any related policies and procedures 
within their service areas, and for the adherence of their staff. All staff are responsible for familiarising 
themselves with, and ensuring that they comply with this policy and procedure. This procedure will be 
applied fairly and consistently to all staff employed in the Council. 

The line manager, in conjunction with the Assistant Director, determine which posts are Smart Working 
posts. 

Policy 
 
Where the office base remains at one of the Council buildings, employees can be required to work 
flexibly (for example, at different hot-desks and/or from home) and this is not a change to their terms 
and conditions of employment. If in a rare circumstance Smart Working results in the employee being 
based at home (e.g., a full-time home-worker) then this will need to be agreed by the employee as, in 
this specific instance, this will be considered a change to their terms and conditions. 

For new employees, Smart Working is a contractual requirement.  

Employees are provided with appropriate ICT support, including equipment, software, training and 
technical support and advice, as appropriate to their work style.  

Employees working away from the office (at home or at other work locations) are contactable by a WBC 
supplied telephone during pre-defined working hours.  

All working environments (including the home ‘office’) are subject to a risk assessment to ensure the 
health and safety of relevant employees.  

Council office locations will have adequate arrangements for ‘hot-desks’ for employees who work 
flexibly, which may include keyboards, monitors, VoIP telephones and Kensington Locks, along with 
lockers, meeting spaces, touchdown points and any other requirements as agreed with the line 
manager.  

Other specified Council workplaces may be identified throughout the borough to provide ‘touch down’ 
spaces for Smart workers.  

All employees with dependants and/or children must ensure they have suitable care arrangements in 
place. Home-working must not be seen as a substitute for other childcare/dependent care 
arrangements, and employees working from home should not do so whilst in sole charge of 
children/other dependants requiring care and supervision unless as an agreed ‘time out’. 

All equipment provided to support the employee working Smartly and/or from home is for the exclusive 
use of that employee (i.e. not for use by family/friends).  

Managers and employees are provided with procedures, training and support, as necessary, to ensure 
that performance and conduct can be managed effectively.  
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Employees who agree to Smart Working will be expected to do so on a permanent basis or until 
operational requirements are redefined. However, it is recognised that there may be exceptional 
circumstances where a manager may agree to a change back to ‘fixed’ working, and these should be 
assessed on a case by case basis. 

Failure to comply with WBC Smart Ways of working Policy  
 
This document provides staff and others with essential information regarding Smart Working and sets 
out conditions to be followed. It is the responsibility of all to whom this Policy document applies to 
adhere to these conditions. Failure to do so may result in:  

 withdrawal of access to relevant services  

 informal disciplinary processes  

 formal disciplinary action in accordance with the Disciplinary Procedure  

 withdrawal of Smart Working  
 

Working style definitions   
 

Category Description  

Fixed work style  A worker for whom the office remains the sole base.  
The nature of the work (e.g. acting as a ‘hub’ for the team 
or continuously responding to clients from a fixed building) 
dictates that work must be carried out at the office. Such 
workers will need to be office based. 

Flexible work style  
 
Flexible methods:  

 Home/Office worker 

 Mobile worker  

 Full home working  
 
Method will depend upon current 
objectives and requirements.  
  

Flexible: Does not require a fixed desk; will use any 
combination of: working from home, using a hot-desk in the 
office, using a touchdown point in the office, and/or being 
“out and about” in various locations (requiring truly mobile 
access) 

 Home – Office Workers: Work effectively for part 
of the week at home and would split their time 
between home and a council office location) 

 Mobile Workers: An element of their work requires 
access to systems and applications whilst truly 
mobile (i.e., not in the office and not at home.) This 
will require approval from the Project Lead, and 
confirmation from Northgate that the required 
systems are indeed accessible in a truly mobile 
manner.  

 Full Home Worker: Someone who undertakes all 
their work from their home office and does not 
require use of a hot-desk or touchdown point.  

 

  

Smart Working Exclusions 
.  The following employees will normally be excluded from Smart Working: 
 

 Employees within the probationary period. This is normally a six month period commencing when 
the employee first begins work with WBC.  
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 Where close supervision is required, e.g.: newly qualified social worker, obtaining data on output 
etc.  

The line manager may, in conjunction with the Head of Service, determine that Smart Working may 
commence or continue. This decision should take account of the operational needs of the service and 
the nature of the problem.  

Hours of work  
 

 All employees have a responsibility to adhere to the Working Time Regulations (WTR) with respect to 
weekly working hours and rest breaks. Line managers should monitor the number of hours employees 
are working flexibly to ensure that WTR are not breached.  
 

 The hours of work are dependent upon the needs of the service, however the Council operates a 
Flexible Hours Scheme (‘flexitime’), which also needs to be considered Wokingham Borough Council 
Flexi-time Scheme. Please ensure staff are familiar with this policy.  

 The line manager may agree with the employee reasonable ‘time out’ during core working hours in 
order to improve work life balance (e.g. to take children from school to an after school activity, walk 
the dog or attend appointments). This should be recorded in the employee’s Outlook Calendar as non-
contact time and reflected in their timesheet.  

Sickness  
 

 Employees who are unable to work due to personal sickness should inform the line manager in 
accordance with WBC Procedure, regardless of the location they are working from.  

Contact and Cover  
 

 All employees working Smartly should be contactable during their agreed working hours specified in 
their Outlook calendar.   
 
All employees should keep their Outlook calendars and contact details up to date with their location 
and times of meetings and ensure their calendars are open to view by all.  
 
Smart workers may be required by the line manager to participate in a rota system to cover office hours 
or essential services such as customer help lines and duty systems. This requirement will be determined 
on a case by case basis in each workplace/team.  

Team Ethos  
 
Under Smart working arrangements it will be the manager’s responsibility working alongside their team 
to ensure that they maintain team ethos.  

  
 Managers are able to access support and training in maintaining team ethos through training provided 

on managing a flexible workforce.  
 

Management of performance  
 

Managers must put in place arrangements to ensure that the performance of each employee can be 
managed effectively. 
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It is recognised that under Smart working arrangements performance management and regular contact 
is more important and therefore needs to be planned and formalised.  
 
Smart working styles require employees to be well-organised and motivated, with clear objectives and 
timescales for achieving them. The shift from an emphasis on inputs to outputs should be recognised 
as part of the cultural change in the way in which people are working. Thus the management of such 
workers must take into account the need for support and training to manage their own workload 
without direct supervision.  

Managers are able to access training, support and advice on the effective management of flexible 
working through the corporate training programme and coaching.  

Equipment    
 
Personal home computers must not be used for Council work. Smart Workers must have broadband 
service installed and home and will be supplied with: 

 WBC encrypted laptop,  

 secure log-in  

 Mobile phone 

 a back-pack or a trolley-bag 

All WBC laptops must be connected to the WBC Network from a Council office network cable at least 
once every month for a minimum of 4 hours to receive updates and patches.  

 
Where the Council provides a mobile phone you must record all personal calls, and ensure payment is 
made for these. 

Employees must not use Council-issued 3G cards to access the network when working from home. 3G 
cards will only be issued following an IT assessment and approval by the line manager. 

Due to information security and IT support, home printing will only be permitted in exceptional 
circumstances where a business case is approved by the Director of the Service and IT, the assessment 
will determine whether equipment will be provided by WBC, who bears the costs and how maintenance 
and support is provided. 

The Council’s IT service is unable to support an employee’s broadband internet connection. The IT 
service will provide support and advice to employees working remotely. However, where an employee 
cannot gain access to Council IT systems remotely they must contact their line manager who should 
advise them that they need to come into the office to work until the problem is resolved.  

The Council’s IT service will provide support to remote workers in accordance with their published 
service level statement.  

Where Council owned equipment requires maintenance or repair, this must only be carried out by the 
Council’s IT Service.  

WBC equipment must not be used by anyone (e.g. members of the family, friends etc.) other than the 
Smart worker.  



 
 

Page 7 of 9 
PROTECTIVE MARKING: UNCLASSIFIED 

 
 

 

Expenses and allowances  
 
All Smart Working employees will have a contractual base location and will not, therefore, be entitled 
to any allowances for working from home. 

Travel expenses will be paid in accordance with Council policy. Mileage is not payable when the flexible 
worker attends their designated base location.   

The cost of broadband will only be reimbursed (and possibly supplied) for permanent home workers 
where there is a particular service need to have certain types of IT and/or telephony. 

Health and safety and risk assessment   
 

Most of the regulations made under the Health and Safety at Work Act 1974 apply to employees 
working at home as well as to employees working at Council accommodation. 

Managers have a responsibility to ensure that a health and safety risk assessment is undertaken by the 
employee concerned of the work area in the home to ensure that the work can be undertaken safely 
without endangering the health of the worker or their family.  

However, not every new Smart Working arrangement will require a risk assessment, for example: a 
Home/Flexi - who spends only 1 day a week working at home, will not normally require a home working 
risk assessment unless they have specific requirements, e.g. bad back, pregnant etc. 

Similarly, unless an employee has physical or special workstation requirements, they will not normally 
require a risk assessment to move to hot-desking.  

Where required, the checklist for Smart Working Health and Safety & DSE assessment (risk 
assessments) must be completed by the employee; the results of the checklist should be discussed 
jointly by the line manager and employee after reading the Health and Safety Home Working policy 
which is available on the intranet. Employees have responsibility for implementing any actions 
identified in order to reduce/mitigate risks in their home and to make their work environment safe.  

Where recommendations are made about the need for specific/additional equipment, (e.g. foot stool, 
special computer mouse, or a specific type of chair), these will be provided by the Council, wherever 
possible in the first instance, through the recycling of existing office supplies. This equipment can be 
delivered by WBC (if large item) where the employee lives within the Borough, or the employee may 
opt to take home equipment themselves. This must be recorded on the Services Asset Inventory.  

Where new supplies are required, the cost will be paid for by the Service.  Any claim totalling more than 
£200 must be approved by the Assistant Director, who can determine whether the cost of providing 
additional/specialist equipment is reasonable. Where the cost is judged as being unreasonable, the 
Head of Service may determine that the worker should be ‘fixed’ in the office.  

Managers should be reviewing health and safety on a regular basis and should be discussed on a 
frequent basis during supervision meetings. Where there are concerns appropriate advice should be 
sought.  

Any accidents whether they occur in the work place, whilst working from home or on a visit should be 
reported to the line manager as normal and recorded. 

Additionally, electrical equipment supplied by the Council should be regularly tested, in line with the 
annual frequency at the employee’s designated office location.  
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Where employees are visiting clients/sites etc. they must ensure they make frequent contact with their 
office, usually after each visit in line with the service’s & corporate lone working policy, available on the 
intranet.  

Employees must never use handheld mobile phones or email devices whilst driving. Employees should 
be stationary when dealing with urgent work issues and should not make or take telephone calls whilst 
driving.  

Office environment  
 
Smart workers will have access to lockable storage in the designated office for their personal files, 
papers, ICT equipment and stationery.  

 When working in the base location, the flexible worker will be required to use whichever convenient 
workstation is available in that building or on that site. No flexible worker has the right of exclusive use 
of a particular hot desk unless an occupational health or DSE assessment has determined that a flexible 
worker requires specific hot desk equipment to carry out their work.  In this instance they may be given 
priority use of a specific hot-desk if this is the only practical way to provide it.  

Corporate standards  
 
All employees should respect others when it comes to the working environment and be aware of how 
their behaviour might impact on others working in a Smart environment.  

The standards below represent the minimum that is expected from employees, it is not intended to be 
an exclusive or exhaustive list: 

  

 Be aware of noise levels in the office.  

 Leave all ‘hot’ desks clean and clear for the next user.  

 Understand and operate within the locally determined desk booking system, if applicable 

 There should be no attempt to ‘claim’ or personalise any desks.  

 ‘Fixed’ desks should be left clear when employees are on leave to allow other employees 
to use them.  

 Time keeping should be adhered to both at the start and end of desk-booking as a courtesy 
to the next user of the desk, if applicable  

 Use designated walking routes or aisles so as not to disturb others working.  

 Leave areas tidy, this should for example include the clearing up dirty cups.  

 Where possible meetings should be held either in meeting rooms or in break-out / touch 
down areas.  

 

Security  
 

Employees must ensure that all Council data and equipment is stored securely. Please ensure that staff 
are fully aware of the guidelines for employees on data security provided in the Information Security, 
Data Protection, and Acceptable use of Computer/Office Facilities Policies.  
 

Liability  
 
The Council’s employer’s liability policy will continue to operate in the same way as if the employee 
was based in the office.  
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Where there is no alternative but to leave laptops and IT devices in vehicles, these must be hidden from 
view and the vehicle secured. 

Flexible workers should advise their own insurance company if they will be working from home.  

Changing circumstances  
 
When one of the circumstances below arises, the Council reserves the right to reconsider the Smart 
Working arrangements under which the employee works. No changes will be made without consulting 
the individual concerned: 

 

 The employee moves to a different post, either permanently, on a secondment, or on an acting 
up basis. The suitability of the new role for Smart Working will need to be assessed.  

 The employee moves home. Arrangements for home-working will need to be reassessed.  

 The Council undertakes a reorganisation of the work area. All posts will need to be 
 reassessed in the light of changes to job descriptions and person specifications.  

  

A Smart Worker may only be authorised to return to fixed working arrangements in exceptional 
circumstances. The decision will be made by the Assistant Director, with the advice of the line manager 
and will depend on the availability of fixed workspace. Once the Smart worker has agreement to 
transfer to a fixed office base he/she will not be entitled to apply for Smart Working in the future, unless 
there are exceptional changes to circumstances or requirements.  

An employee change form should be completed to record the contractual employment change. 

The service area will incur any cost associated with the transfer to fixed working arrangements. All 
relevant equipment will need to be returned by the employee to the service.  

Further information 
 
Further help and advice can be obtained through emailing hrenquiries@wokingham.gov.uk, or calling 
0118 974 6116. 
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