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Agile Working – Final for referral to Policy Forum 
 

Introduction 
Agile working will bring benefits both to the individual and the environment.  For example, staff 
may be able to better balance work and home commitments; and it may help reduce our carbon 
footprint (for example, saving paper, less travel, etc.), whilst if unchecked, could also create some 
challenges.  This policy provides guidance and support when considering agile working. 
 
HWE ICS will operate a hybrid working model offering staff the choice of working at home, the 
office, other NHS sites or abroad, based on what enables the HWE ICS (the three CCGs) to meet 
business needs.  There is no single model for doing this, but the principles set out here should 
support positive and realistic discussions within teams and with line managers to set out agreed 
working patterns. 
 
We aim to give everyone the choice of how they work, with the needs of the business being 
a primary factor. Acknowledging that some roles will require a greater presence in the 
office.  We expect staff to discuss and agree arrangements with their line managers and fellow 
team members.  
 

Definitions 
For clarity, we will draw a distinction between ‘agile working’ and ‘Flexible working’: 
 
Agile working ~ defined as where you work from.  This could be at home, from another NHS 
site, in one of our office bases or whilst on the move.  Agile working refers to ‘bringing people, 
processes, connectivity and technology, time and place together to find the most appropriate 
and effective way of working to carry out a particular task”.  It is working within guidelines 
(relevant to the task at hand) but without prescription (of how it is achieved). 
 
Flexible working ~ defined as how you work.  For example, full-time to part-time; a job-share; 
compressed hours; flexitime; self-rostering; and with flexibility.  I.e., people with caring 
responsibilities, could potentially not work between 09h00 – 10h00; but they could work from 
17h00 – 18h00.   
 

Guiding Principles 
▪ Agile working can be supported for most roles.  
▪ However, some specific roles may require office-based presence (e.g., reception), or 

line managers require office attendance for specified reasons. 
▪ There will be some minimum requirements ~ for example, new starters (particularly 

those new to a role) will need to meet their manager in person in the 1st week of 
employment, and at agreed intervals for successful induction and orientation. 

▪ General requirements ~ regular 1:1 meetings and team meetings (in person, virtual or 
a combination) will be agreed between line managers, teams and individuals based 
on the needs of the service.    

▪ Staff will collect and bring in their IT equipment to an office, when required.  
▪ All staff working away from one of our office bases must ensure access to ICS / CCG 

networks, for at least two hours per day, to ensure updates are uploaded regularly 
from the IT service provider. 
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▪ The CCG Offices remain the base for travel claims and any fringe allowances, subject 
to national guidance and local policy application. 

▪ “Normal” office hours are agreed as between 08h00 and 18h00 – the usual time 
during which staff will complete their contracted hours.   

▪ The principles of agile working differ from flexible working and one is not designed to 
replace the other.  (Please refer to the flexible working policy, accessible via the HR 
intranet, for more detail). 

 

Responsibilities 
HWE ICS/ CCGs will ensure that all agile working arrangements are managed consistently and 
effectively.  Your line manager will take a positive approach to your request to work from home 
or other sites. In choosing to work from other offices, you will need to check local desk booking 
arrangements with corporate support service teams. The ICS colleagues who are responsible for 
health and safety (whose details are accessible via the HR intranet), will provide advice and 
support to you and your manager with associated policies to support you to work in an agile way.  
Every HWE ICS staff member must adhere to this policy.  You are responsible for alerting your line 
manager at the earliest opportunity if you are aware of changes to your health and wellbeing 
that may impact your ability to do your job. You are also responsible for attending meetings in 
person when you are on-call or any other occasions where it has been deemed necessary to be 
held in person.   When working in an agile way, you are asked to make sure your calendar is up 
to date and show where you are working on any given day. Finally, it is your responsibility to 
ensure that your home insurance allows for home working.  

Working abroad 
All requests to work from another country, must be made to your manager and authorised by 
your Managing Director in advance of travelling. You and your manager will need to consult your 
Information Governance and IT leads to ensure the necessary arrangements are in place to 
support you to work effectively whilst abroad. When requests are received, line managers 
should consider any on-call responsibilities of the staff member, operational requirements of the 
team, how the staff member’s availability during office hours will be affected. 
 

Policy in practice 
Examples of agile working, subject to agreement with your line manager 

▪ working from home more often 

▪ working, both at home and at HWE ICS sites 

▪ working from other sites or areas, as agreed with your line manager, information governance 
and IT. 
 

Discussing agile working 

You and your manager will discuss options for agile working.  When discussing working 
arrangements, please consider: 

▪ the impact on service delivery 

▪ the impact on other staff/departments 

▪ any impact on your health, safety, and wellbeing 

▪ suitable IT equipment and software needed, as well as dedicated workspace. 
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Health and safety 
When you are working from home or from other sites, we will ensure, so far as is reasonably 
practicable, your health, safety and welfare are maintained. You also remain responsible for your 
own wellbeing and you will need to complete an agile working risk assessment, including a 
checklist for display-screen equipment.  Teams with responsibility for health and safety will be 
able to advise and support you to complete this and discuss any potential risks or concerns. If 
there are significant risks that cannot be rectified, agile working may not be suitable. 
 
Wherever you choose to work, it is your responsibility to familiarise yourself with the health 
and safety requirements of those sites. 
 
Wherever you are working you should maintain your workstation and surroundings, taking 
account of the advice provided and agreed during the assessment process. In the unfortunate 
event of an accident, incident, or dangerous occurrence, please notify your manager immediately 
by telephone and then complete the appropriate accident/incident form. 
 
Supporting health and wellbeing 

Your manager will provide support when you are working in an agile way, including ensuring 
regular communication individually and within the wider team.  It is also important that you 
consider how to maintain your own health and wellbeing while working in an agile way.  Your 
manager will discuss and review this with you.  Colleagues in the HR team can provide further 
advice.  
 
Sickness absence reporting 

The normal sickness policy and absence reporting will apply if you cannot work because of 
sickness. Please contact your manager/nominated other as soon as possible if you become ill. 
 

General 
Trial period 

A trial period may be appropriate, especially for new staff, to see how effective agile working is 
for you, your role and the team or department.  You and your manager will meet at the end of 
the trial period to discuss the effectiveness and agree if it will be a short-term, long-term, or 
permanent arrangement.  After a trial period, if you or your manager do not believe agile working 
is beneficial or appropriate, you will discuss and agree arrangements for returning to fixed 
working work at one of the offices of HWE ICS. In some cases, this may mean arrangements need 
to be put in place before you can return to working fulltime in the office.  
 
Security, confidentiality, and governance requirements  
If you are working from home, other NHS sites, relevant HWE ICS/CCG policies, procedures, and 
rules continue to apply. It is important that you can continue to follow expected security, 
confidentiality, and governance protocols as if you are working at any HWE ICS office.  Any breach 
should be reported to your manager as soon as possible. 
 
Implications for tax and insurance 

Working from home may affect your personal tax or insurance.  You should speak to your 
financial advisor, HMRC or your insurance provider if you think this may apply to you. HWE ICS 
cannot accept any responsibility for invalid insurance or tax implications. You may be able to 
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apply for tax relief for additional household costs if you work from home regularly, either all or 
part of the week. You cannot claim if it is your choice to work from home. Visit Gov.uk to find out 
more and apply online:  www.gov.uk/tax-relief-for-employees/working-at- home 

 
Supporting the costs of agile working 

HWE ICS may ask you to work from home and will explain the reasons for this.  Reasonable 
costs (up to a maximum of £150 as a one-off contribution) for staff new to working at home 
could be agreed.  Where appropriate, this can be reclaimed. You must agree purchases with your 
line manager before submitting any claim and ensure all claims are evidenced and processed 
using HWE ICS’s expenses system. 
 
Reviewing the agreement for agile working 

A review and evaluation of your agile working arrangements will be conducted during one to 
ones with your line-manager.  This will include conversations about any effects on your health 
and wellbeing, which is also discussed during your performance appraisal.  Conversations on how 
you are managing agile working should also be part of routine discussions with your manager. 
This will ensure that if there are any problems or concerns, they are addressed as soon as 
possible. 
 
Ending agile working 
If circumstances or the needs of the service change, or if it is determined that the arrangement 
should end for another reason, your manager will discuss this with you, and you’ll receive 
reasonable notice to return to working at one of the HWE ICS premises.  If you wish to appeal this 
decision, you may use the HWE ICS Grievance Policy, accessible via the HR intranet.  If you do not 
wish to work in an agile way, and this has been in place for some time, you should arrange to 
meet your manager to discuss possible options for returning work at HWE ICS.   Subject to desk 
availability, the HWE ICS will endeavor to accommodate any individual preferring to use a desk 
in a safe office environment.  It will be your responsibility to use the booking system in place for 
the preferred site to ensure a desk is available for your use.  
 
Senior medical staff 

Senior medical staff are expected to work in a flexible and responsive way that allows them to 
react to changing service demands and professional goals. This will be set out in their job plan, 
which will be reviewed at least once a year. The agreed job plan will record any mutual 
agreement that a doctor can work for any proportion of their contracted hours from home. The 
same principles, as set out in this policy, will apply to any such decisions. 
 
Review and monitoring 

This policy and procedure will be monitored and reviewed each year by the HR Department and 
discussed at senior managers/executive meetings and with the joint staff partnership forum. 

http://www.gov.uk/tax-relief-for-employees/working-at-

