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or paper versions of this document sourced from any network drive, email or other 
sources are uncontrolled and should be checked against the current intranet version 
prior to use. 
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1. Introduction  
 

1.1 North Central London Clinical Commissioning Group (the ‘CCG’) is committed to 
providing a range of flexible and agile working options in order to maintain a committed 
and skilled workforce, in addition to supporting work life balance and the delivery of high 
quality services. The Flexible Working Policy and Procedure also supports this agile 
approach in terms of working time and patterns.  

 
1.2 This policy sets out the commitment by the CCG to support, where possible, more agile 

working arrangements for both employees/office holders and the CCG. 
 

1.3 The CCG recognises that in order to work effectively, any mobile or home working 
arrangement must meet the business needs of the service, as well as employees’ 
individual needs, to ultimately ensure the continued delivery of safe and high quality of 
care to our service users. 
 

1.4 In some circumstances, home working is a viable option for both the organisation and 
the individual member of staff. This may be on a regular basis or as part of a flexible 
approach to undertaking an identified role or during special circumstances such as a 
pandemic.  
 

1.5 Discussion will take place between the employee and their line manager and where 
necessary, HR support will be available to ensure the policy is implemented 
appropriately. 
 

1.6 The CCG has developed some principles and guidance to help support employees and 
managers to agree how agile working is implemented. These may change over time 
and are meant to encourage appropriate behaviours to support new ways of working       

 
2. Scope 
 

2.1 This policy applies to all staff engaged by the CCG.  The provisions within this policy can 
also be applied to staff working for the CCG on an interim arrangement and Office Holders 
such Governing Body members and Clinical Leads.  
 

2.2 Occasionally, managers can agree for staff to work from specific locations, other than 
home or CCG office environments, if this is more appropriate. If this is agreed, the 
provisions of this policy apply, and it is incumbent on managers and staff to ensure that 
the location is safe, and enables the usual confidential working practices to apply.  
 

2.3 Many of the risks that might compromise health and safety while working at home will be 
the same as in the workplace, but there may be additional risks to consider when staff are 
working from home or at different locations. Risk assessments to assess the levels of risk 
and ensure appropriate actions are undertaken to mitigate risks are outlined in section 10 
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of this policy. 
 

2.4 The policy covers the different ways of maintaining contact and continuing participation of 
all members of the team, using the available technology to support agile working. 
 

2.5 The CCG’s Flexible Working Policy and Procedure allows managers and staff to agree 
flexible working times and patterns to support any agile working arrangements. 

 
 

3. Definitions 
 

3.1 Agile working 
 

Agile working is a way of working in which an organisation empowers its people to work 
where and how they choose – with maximum flexibility and minimum constraints and 
to optimise staff performance. This way of working uses communication and 
information technology to enable people to work in ways, which best suit their needs 
without the traditional limitations of where and when tasks must be performed. 
 
It is based on the concept that work is an activity we do, rather than a place we go to. 
With the technology available to modern business, there are numerous tools to help us 
work in new and different ways, to meet staff and stakeholder needs, reduce costs, 
increase productivity and improve sustainability.  
 
Agile working is a transformational tool to allow organisations to work smarter by 
eliminating all barriers to working efficiently.  

 
3.2 Agile working vs flexible working 

 
Agile working may incorporate flexible working practices but the aims, drivers and 
scope are different.  
 
The aim of flexible working is to support staff to balance work and home life. Flexible 
working tends to be driven by a variety of factors relating to an employee’s 
circumstances, including but not limited to childcare or carers responsibilities and may 
have implications on their terms and conditions such as working hours. Although agile 
working is considered a flexible working arrangement, the Flexible Working Policy and 
Procedure should continue to be used to consider requests from staff where they have 
requested to work from home regularly or on a set day of the week for a specific reason. 
For more information, please refer to the Flexible Working Policy and Procedure.   
 
The aim of agile working is to allow those in scope of the policy the flexibility to perform 
their duties from another location other than their usual office base.  The policy ensures 
that the same provisions, such as a safe working environment are considered from 
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other locations, such as home or other CCG/partner sites.   
 

3.3 Hardware 
 

Hardware is the physical computer equipment and its attachments including laptops, 
mobile phones, headsets and telephones. 
 

3.4 Software 
 

Software are the systems that enable work to be done and includes the operating system 
which enables other systems such as Microsoft Office, EMIS, electronic staff record 
(ESR), Workforce etc. 

 
3.5 Server 
 

A server is a computer that provides data to other computers. It may serve data to 
systems on a local area network (LAN, in which computers are close by) or a wide area 
network (WAN, in which computers are geographically some distance apart) over the 
Internet. Many types of servers exist, including web servers, mail servers, and 
file servers. Each type runs software specific to the purpose of the server, and enables 
staff to access email, documents and files, the intranet and the internet. 

 
3.6 Network 
 

A network is defined as a group of two or more computer systems linked together. 
 
3.7 Remote access 
 

The ability to access CCG owned shared folders and documents held on the CCG 
servers and networks. 

 
3. 8 Home working 
 
 This is when a member of staff is carrying out their work duties from their home. 
  
3. 9 Remote working 

  
This is when a member of staff works from another appropriate location other than their 
usual office base or home. 

 
      3.10 Virtual meetings 
 

Virtual meetings are held via computers or other electronic devices using, where 
enabled, cameras and microphones to allow the participants to see and hear each other, 
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and hold discussions (as they would normally in a room) in the variety of different 
locations in which the participants are working. This can only happen where they are 
connected to the internet for the duration of the meeting. 

 
3.11 Risk assessment 
 

A risk assessment is the analysis of the potential hazards in any specific circumstance 
or environment, and the identification of mitigating actions to reduce or eliminate the 
likelihood of risks arising and the impact they may have. Please refer to section 10. 
Managing Risks, in this policy.   

 
4. Responsibilities  

 
4.1 Accountable Officer 

 
The Accountable Officer of the CCG has overall statutory responsibility for managing 
agile working. In consultation with the Governing Body, the Accountable Officer has the 
responsibility for the development, introduction, co-ordination and monitoring of agile 
working related policies and procedures designed to create and maintain a safe and 
healthy working environment and to meet CCG objectives. These responsibilities will 
be discharged.  
 
The Executive Director of Corporate Services will support the Accountable Officer in all 
of the above and will ensure that the CCG Governing Body, and the Executive 
Management Team are kept fully up to date with current legislation and the 
consequence of non-compliance. 

 
4.2 Executive Directors and Directors 
 

Directors have the following responsibilities: 

 To comply with legislation and guidance around Information Governance, Data 
Protection and Health and Safety recommended by those policies. 

 To ensure that all staff in their directorates are aware of the requirements of this 
Policy. 

 To ensure that managers in their team have identified all staff that are in roles where 
agile working can be undertaken and have discussed agile working arrangements 
with them. 

 To document any decisions for employees where agile working cannot be supported 
due to the nature of the role and the requirement to be office based to meet the 
needs of the organisation.  

 To ensure fairness, equity and any risks are considered when agreeing agile working 
arrangements. 

 To ensure that any reasonable adjustments to facilitate agile working are duly 
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considered and where possible, accommodated in accordance with occupational 
health advice. 

 
4.3 Line managers 
 

Line managers have the following responsibilities: 

 To comply with legislation and guidance around Information Governance, Data 
Protection and Health and Safety recommended by those policies. 

 To ensure all employees in their team are aware of the requirements of this policy. 

 To ensure agile working arrangements and the blend between home and office is 
reviewed as part of regular one to one meetings and the annual appraisal process, 
to ensure that they are still required and working effectively.  

 To ensure that all employees have received the necessary information about agile 
working and the devices they have been provided with. 

 To satisfy themselves that the employees working environment and equipment is 
safe and suitable by carrying out a risk assessments, not limited to work station or 
display screen assessments or referral to occupational health.   

 To ensure that any reasonable adjustments to facilitate agile working are duly 
considered and where possible, accommodated in accordance with occupational 
health advice. 

 To inform the relevant IT support team of any staff leaving the CCG so that access 
to systems can be revoked. 

 To ensure fairness, equity and any risks are considered when agreeing agile working 
arrangements. 

 To keep in regular contact with staff as interaction in the office is likely to be reduced 
as staff spend more time home working. 

 
4.4 Employees 
 

Employees have the following responsibilities: 

 To adhere to the policy. 

 To comply with legislation and guidance around Information Governance, Data 
Protection and Health and Safety recommended by those policies. 

 To make full and appropriate use of any device(s) provided by the CCG. 

 To take reasonable precautions to avoid loss or theft of or damage to equipment or 
other assets (including but not limited to data stored on or accessible by such assets) 
which may be provided to the employee, both at home and in transit.   

 To take reasonable precautions to ensure their usage of CCG devices and systems 
is technologically secure, taking advice from IT services, and notifying IT services 
and their line manager immediately in the event of any security breach. 

 To ensure that the management of any confidential information, including but not 
limited to patient confidentiality and other clinical responsibilities are not breached 
by usage of remote working facilities and to report any such breach or near miss to 
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their line manager in the first instance. 

 To report any technical problems they believe to be associated with agile working to 
the relevant IT helpdesk in the first instance and to their line manager if required. 

 To take reasonable care of their own health and safety, and that of other people who 
may be affected by their activities at work. 

 To keep in regular contact with their line manager.  

 To utilise the e-booking function on Workforce to ensure they have work space 
allocated in the office.  

 To return equipment when they leave employment of the CCG.  

 To consider if their home insurance provider needs to be updated regarding their 
home working arrangements.  

 
4.5 CSU IT services 
 

CSU IT services have the following responsibilities: 

 To provide advice when requested on secure usage of remote working facilities. 

 To provide technical support on equipment and software issued. 

 To produce reports upon request detailing frequency and duration of usage of 
remote working facilities.   

 To monitor remote working systems on occasion for the purposes of maintaining 
information security, improving services and producing reports as set out above. 

 To provide information to users about disruption to services provided in a timely 
fashion. 

 
4.6 CCG Business Services  
 

 To provide, in liaison with the corporate IT team, the technical equipment necessary 
for agile working when requested.  

 To provide the necessary information and guidance to new and existing users of 
agile working facilities.  

 To support the leavers process with respect to the return of equipment  

 To maintain an oversight of agile working arrangements for all staff   
 
5. Equipment and technology 

 
5.1 Equipment and desk allocations 

 
In order to support agile working, as a minimum all staff will be given a portable laptop to 
use whilst working from the office, home or a remote location. Where special equipment 
may be required, advice from occupational health on reasonable adjustments will be 
sought to facilitate agile working. 
 
On review, following risk assessments or referring to occupational health, the CCG will 
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consider the advice from occupational health before making reasonable adjustment for 
staff to work safely at their desk, at home or remote location. 
 
CCG offices are equipped with docking stations for laptops, monitors and other 
peripherals to enable staff to use the laptop at any workstation in the office. Each office 
will be able to accommodate varying percentages of staff based at that location.  
 
Where appropriate and in accordance with occupational health advice, there will be a 
number of fixed desktops and standing desks available at CCG office locations for those 
staff who need such an arrangement.  
 
An e-booking system for the use of desk spaces at CCG office locations is used and the 
process for using this system has been communicated to staff prior to implementation. 

 
5.2 Use and care of equipment 

 
Staff are expected to take reasonable care of equipment provided to keep the risk of 
damage, theft, data breach and personal safety concerns to a minimum. Equipment 
should be regularly charged, synchronised and software updated. Problems with the 
equipment should be reported to IT and the line manager as soon as possible if required.  

 
5.3 Virtual meetings 

 
The CCG has invested in technology to allow agile working in its offices.  Microsoft Teams 
is the teleconferencing solution used by the CCG, which allows multiple users to dial in, 
and share visual contact and documents between all parties. There is further guidance on 
the CCG’s intranet on holding virtual meetings. Further information can be provided if 
necessary by the Business Services team. 
 
The CCG allows staff to join external meetings organised in other platforms. These 
meetings can be joined through the website of those platforms, rather than downloading 
the software. This has been advised by the CSU IG team and agreed in accordance with 
the NCL CCG IG Policy. 

 
6. Home working (or other location) environment  

 
6.1 Remote working 
 

The nature of work for some CCG staff is that they will visit providers and other partners 
in a variety of locations and it will often be more efficient for staff to travel direct to a 
location without the need to attend the office beforehand. The laptop will enable an 
individual to access their documents, emails etc. and be able to effectively work from 
any office or location with internet access. In such cases, for the avoidance of doubt, the 
staff members work base will be in accordance with their contract of employment. Where 
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a member of staff chooses to work from another location such as that of a provider or 
other partner, they must make an initial assessment of the environment to ensure it is 
safe to work from that location. If it is not safe or does not provide a confidential 
environment to undertake CCG work, they must inform their manager and make 
arrangements to come back to the office or work from home. 

 
6.2 Home working 
 

Any home working arrangement, whether regular or ad-hoc, will need to be agreed and 
authorised in advance by the line manager and in accordance with the CCG Flexible 
Working Policy and Procedure. 
 
Staff should maintain an adequate workspace in which to work from at home and should 
be aware of their own responsibilities under health and safety legislation including 
becoming familiar with a basic workstation set up and assessment guidance. Where staff 
feel they may not have adequate workstation space in their home, this should be 
discussed with their line manager in the first instance and a home working self-
assessment undertaken (Appendix 1 and 2). Further advice on reasonable adjustments 
to facilitate agile working can be obtained from Occupational Health. 

 
Staff should ensure some time away from their computer to provide necessary screen 
breaks, exercise or do other activities, in line with health and safety requirements.  
Further tips on working from home can be found at Appendix 5. 
 
Staff should be contactable during the working day via email, mobile phone, Cisco 
Jabber or Microsoft Teams when they are working from home. It is of paramount 
importance that staff take regular breaks throughout the day and so it is recognised there 
may be occasions when staff are not contactable.  

 
6.3 Agile Working in Practice  
 
Agile working at the CCG is underpinned by some key principles:  
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Agile working in practice involves considering a number of different aspects, such as 
empowering staff to be choose the time and location where they can be most effective, 
and supporting staff to achieve this by ensuring that they have the correct equipment. 
There may be times when a manager requests that a member of staff attend the office. 
For instance, it is always preferable that appraisals take place face-to-face, in person 
(when appropriate), and other meetings, such as 1:1s, team meetings and 
coaching/mentoring meetings may benefit from being face-to-face. In these 
circumstances, the manager will be required to give adequate and reasonable notice to 
the member of staff.   
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Business face-to-face meetings should always take place on CCG or provider/partner 
organisations office premises/sites or mutually agreed location and should not take place 
at home; the CCG cannot be responsible for any injury to any other person at the 
employee’s home.  
 
Managers should seek advice from HR if there is a need to meet with a member of staff 
at their home i.e. in accordance with the Absence Management Policy. 

 
6.4 Working pattern 
  

Agile working can support flexibility in a work pattern e.g. agreeing a different start and 
finish time outside of the usual hours of 9am-5pm. Requests to amend working patterns 
should be discussed and agreed with line managers, in accordance with the Flexible 
Working Policy and Procedure. 

 
6.5 Setting clear expectations 
 

When planning their working week, if staff are required to travel to different work sites as 
part of their role, staff should try to be efficient by keeping travel to a minimum e.g. 
arranging meetings that are geographically close on the same day.  It is good practice 
to plan protected blocks of time to attend one location to ensure that desktop tasks can 
be undertaken and meetings with colleagues and line managers can be arranged.   
 
Team meetings and 1:1 meetings between staff and managers are an essential part of 
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everyone’s role and these should be prioritised wherever possible.   
 
It is important to build up a healthy relationship of trust and confidence.  Employers and 
managers should make sure that everyone working from home knows what is expected 
of them. This includes agreeing: 

 When staff will be based in an office location and when they will be working from 
home/remotely 

 How they will keep in touch 

 How work-life balance will be managed, for example taking regular breaks and 
switching off from work at the end of the day, particularly for staff working 
remotely/from home 

 Rules around storing information and data protection 

 Priorities and clear timescales to achieve key pieces of work 

 When the employees should contact their manager if they have any problems or 
their circumstances change 

 
It is important to recognise that some employees may find it hard to motivate and 
organise themselves when working from home.  If this happens, the manager and 
employee should talk about practical steps that might help.  Managers and staff should 
refer to the guidance document ‘Tips for Working from Home’ at Appendix 5. 

6.6  Working from home and childcare or other caring responsibilities 
 

Employees who have childcare or other caring responsibilities should discuss these 
with their line manager. Where staff would like to change their working pattern to 
support them with childcare/caring responsibilities, they should make a request for 
flexible working in accordance with the CCG’s Flexible Working Policy and Procedure.  

7.  Supporting staff whilst working from home – Guidance for Managers 
 

A good relationship between employee and manager arises from both trust and a 
confidence in the ability of both to perform their duties and work as a team. It is 
reasonable that staff work responsibly and have autonomy to perform duties within a 
defined scope of practice.  
 
It is important to maintain regular contact with employees and their teams through phone 
calls or virtual meetings. Using video calling regularly helps to maintain face-to-face 
contact with colleagues as this is an important part of how we relate to others. 
 
Managers should continue to hold regular team meetings and one-to-ones with their staff 
when staff are working from home or remotely.  It is even more important for managers 
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to check in with staff regularly.  Managers are encouraged to review the Guidance on 
holding virtual meetings, available on the CCG intranet. 
 
Managers should consider holding longer one-to-ones, as employees can miss having 
a daily chat with colleagues. Making time for non-work conversations just as would be 
done in the workplace can be a helpful way for staff who may be feeling isolated or lonely 
especially if having to work at home on a regular basis. 

 
Further guidance for managers on supporting staff working from home can be found on 
the NHS Employers website.  The guidance also contains details of how a manager can 
support a member of staff should they have concerns for their personal safety whilst 
working from home, such as domestic violence.   

 
8. Training 

 
8.1 The majority of CCG staff require a specific level of knowledge of Microsoft Office 

products and the Windows operating system, as specified in job descriptions. This 
knowledge should suffice to allow staff to practice agile working. 

 
8.2 As technologies develop and new hardware and software is adopted to support agile 

working, additional familiarisation and training will be provided to CCG staff. Staff 
should discuss any learning and development needs with their line manager.  

 
9. Health and safety 

 
9.1 Under the Health & Safety at Work Act, the CCG has a duty to protect the health, safety 

and welfare of its employees, including when they are working remotely or from other 
locations. Employees also have individual responsibilities under the Act and employees 
who work at home are required to take reasonable responsibility for their own health 
and safety and to co-operate in complying with statutory obligations. 

 
9.2 Devices such as laptops are subject to the Health and Safety (Display Screen 

Equipment (DSE)) Regulations (1992) if they are in prolonged use i.e. regularly being 
used for more than 30 minutes a day. Design features such as smaller keyboards and 
screen size can make it more difficult to achieve a comfortable working posture and 
their portability often means that they are used in inappropriate working environments. 
As well as the common risks associated with DSE usage, other risks, which are specific 
to portable DSE, need to be taken into account e.g. manual handling risks associated 
with moving portable equipment between locations and the risk of theft possibly 
involving assault. Managers should ensure the member of staff carries out a work 
station assessment, found in Appendix1 and 2. 

 
10.   Managing Risks 

 

https://www.nhsemployers.org/covid19/health-safety-and-wellbeing/enabling-and-supporting-staff-to-work-from-home
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10.1 Staff and managers should ensure that they have carried out a suitable work station 
assessment as included in Appendix 1 and 2. This assessment should be completed 
when office based, remote working and home working.   

 
10.2 When agreeing to an arrangement for remote working or home working for a regular 

proportion of the working week, the line manager and employee should jointly complete 
the work station assessment (Appendix 2). The purpose of this will be to: 

 

 Identify any hazards, including those related to the use of equipment or manual 
handling, along with any psychological risks, such as potential feelings of isolation. 

 Identify any action that needs to be taken. 
 

10.3 If a manager is in any way concerned about the working environment or the equipment 
in place for a member of staff working regularly at home, then they should discuss 
these concerns with the member of staff. It may be appropriate for the manager to 
arrange a referral for the member of staff through the occupational health service 
provider. 

 
10.4 For information regarding lone working, please refer to the CCG Health and Safety 

Policy, section 7.17, which explains the definition of a lone worker and further 
information and guidance around minimising any risk. The policy also includes a Lone 
Worker Risk Assessment form for staff to complete.  

 
11.  Information security and confidentiality 

 
11.1 The Data Protection Act (2018), the General Data Protection Regulation (GDPR, 

2016), the Freedom of Information Act (2000), and the Environmental Information 
Regulations (2004) all give the public rights of access to information held by the 
CCG. This right of access includes information held on the CCG’s main office sites and 
it also covers information held by staff at home or those working remotely.   

 
11.2 Agile workers must ensure the security and safekeeping of all work related information. 

Any documentation of a confidential nature, particularly where it contains personal 
confidential data (on patients or employees), should be kept in a lockable cabinet, box 
or briefcase only accessible to the employee. When finished with, such documentation 
should be returned to the organisation to be disposed of appropriately. 

 
11.3 All staff should be aware of the CCG’s information governance policies relating to the 

handling of both patient and corporate confidential information and records. Specific 
Do and Don’t instructions for this in relation to agile working are summarised in 
Appendix 4. This guidance MUST be followed by all staff working for or on behalf of the 
CCG away from the organisation premises on either an occasional or regular basis 
(remote or at home). Appendix 4 details security procedures for CCG staff using remote 
access.  
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12.  HMRC and other expenses 

 
HMRC states that, providing that private use of an employer’s equipment is insignificant 
when equipment is provided for business purposes, no benefits charge (tax) would arise.  

 
The CCG has issued staff with a mobile computing device which it considers essential for 
staff to carry out their work duties; in this case, a reasonable amount of additional personal 
use is permitted without attracting a benefits charge. 

 
The CCG will not fund home phone, broadband services, or other related costs. 

 
Staff may be eligible to claim tax relief for expenses, if they have to work from home on a 
regular basis. A factsheet detailing how to make a claim can be found on the staff intranet 
page  
 
Whether staff are working from home or from another remote location, they will retain their 
contractual base location and will receive the appropriate High Cost Area (HCA) supplement 
appropriate for that location.  If there is a need to travel to another location that exceeds the 
cost of the journey to the contractual base, then the employee may claim the excess travel 
costs in accordance with the CCG’s Expenses Policy. 
 
If there is any potential change to an employee’s contractual base location, then formal 
consultation will take place where appropriate and in accordance with the CCG’s Change 
Management Policy. 

 
13.  Insurance 

 
Home insurers routinely support policy holders working from home. Office equipment 
provided by the employer to be used at home, will be covered by the employer’s insurance. 
However, there may be a need for staff to check the policy terms of their home insurance 
when working agilely, e.g. if an individual is regularly working from home, as this may 
require a change in premium or policy terms.  

 
14.  Dissemination 

 
Any future amendments/revisions to this policy will be brought to the attention of staff via 
internal communications. Managers will arrange for this policy and any subsequent 
amendments to be brought to the attention of all staff and ensure that it is accessible to 
them.  

 
15.  Counter fraud and bribery 

 
The CCG follows good NHS business practice as outlined in the Counter Fraud Policy and 

https://intranet.northcentrallondonccg.nhs.uk/downloads/HR%20COVID19%20Factsheet%20Tax%20Relief%20for%20Job%20Expenses.pdf
https://intranet.northcentrallondonccg.nhs.uk/downloads/HR%20COVID19%20Factsheet%20Tax%20Relief%20for%20Job%20Expenses.pdf
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the Anti-Bribery Policy; it has robust controls in place to prevent fraud and bribery.  Due 
consideration has been given to the Bribery Act 2010 in the development of this Policy. 

 
16.  Monitoring and review 

 
This Policy will be reviewed every three years by Business Services in conjunction with 
Human Resources and Trade Union representatives. Where review is necessary due to 
legislative change, this will happen immediately. 

 
17.  Breach of policy 

 
Unauthorised absence and/or the misuse of the application of this policy be managed 

under the Disciplinary Policy. 

 

18.  Equality considerations and due regard 
 

 In applying this policy, the CCG will have due regard for the need to eliminate unlawful 
discrimination, promote equality of opportunity, and provide for good relations between 
people of diverse groups, in particular on the grounds of the following characteristics 
protected by the Equality Act (2010); age, disability, gender, gender reassignment, 
marriage and civil partnership, pregnancy and maternity, race, religion or belief, and sexual 
orientation, in addition to offending background, trade union membership, or any other 
personal characteristic. 
 
We have considered the likely impact of this policy on our staff from protected backgrounds, 
and have identified the following groups that may be negatively impacted by the policy:  
 

 Age 

 Disability and carers 

 Religion and belief 

 Gender 

 Transgender and non-binary people  
 
Please see Appendix 6 for the screening equality impact assessments. 
 
The aim of the policy is to meet the business need of the CCG by working in collaboration 
with staff, so that the intended impact can be positive on staff. In doing so we are committed 
to making sure that the following measures are place to mitigate any likely negative impact: 
 
(a) An effective and fair implementation of our flexible working policy. 
(b) Staff and managers are aware of needs of these groups and have the necessary 

information and guidance. 
(c) Promoting the policy through staff briefing and staff newsletter 
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(d) Regular monitoring of the policy along with the flexible working policy. 
(e) Reviewing the policy annually to analyse the impact on staff which will include feedback 

from staff (e.g. networks) and managers and the Unions 
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Appendix 1 
 
Additional Workstation Guidance – 12 Steps to Workstation Set-up 
 

1. Seated Posture   Adjust the chair back angle for support; this should be fairly upright when 
typing.  

 Adjust the chair back height to give support to the small of your back.  

 Adjust the seat height so that your elbows are just above the desk 
(relaxed shoulders, vertical upper arms, elbows bent at right angles).  

 Your wrists should be in a relaxed, neutral position over the keyboard.  

 Ensure arm rests do not prevent you getting close enough to the desk or 
obstruct your elbows whilst typing. If necessary, request that arm rests are 
removed. 

 Your thighs should be approximately horizontal. 

 If thighs are not horizontal or your feet are not flat on the floor, use a 
footrest. 

 Ensure that there is no undue pressure on the underside of your thighs.  

2. Input Devices  The keyboard should be directly in front of you and at a distance to allow 
you to maintain relaxed shoulders, elbows at right angles and a neutral 
wrist posture. 

 Position your mouse close to the side of the keyboard and within easy reach. 

 Take your hand away from the mouse when not in use.  

 Use keyboard shortcuts as an alternative to the mouse. 

3. Screen 
Reflection & 
Glare 

 The screen viewing distance should be at approximately arms-length. 

 Screen height should prevent excessive movement of the head and neck. 

 The top of the screen should be at or just below eye level.  This will 
depend on typing style, software used, glasses worn and tasks performed.  
The screen should be tilted back slightly. 

 Glare and reflections should be avoided by adjusting lights and closing 
blinds. 

4. Local 
Environment 

 Lighting should be sufficient for the task. 

 Workplace temperature should be at least 16º C.  Draughts should be 
reported. 

 Noise that distracts or affects concentration should be reported. 

5. Desk & 
Drawers 

 Your body position should be ‘squared-up’ to the desk. 

 Avoid sitting twisted. Shoulders should be in line with your hips. 

 Drawers, CPUs, waste bins, etc. should not obstruct your legs. 

6. Document 
Position 

 Use a document holder or position documents to reduce head and neck 
movement, e.g. between the screen and keyboard. 
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7. Equipment 
Position & 
Work Area 

 Place frequently used items within easy reach. 

 Don’t cradle the phone between shoulder and chin.  Hold the handset or 
consider a headset if you frequently use the phone and PC together. 

 Make sure the area around your desk is free from obstructions and trip 
hazards. 

8. Workplace 
Organisation 

 Organise your work so that you that you have reason to get up out of your 
chair and away from your workstation at least once an hour, e.g. collecting 
documents, filing. 

 As far as possible, do not locate printers on your desk or within reaching 
distance. 

 Adopt a variety of postures throughout the day. 

 
 
Appendix 2 
 
Click here for Home Working Self-Assessment Form (also available on the intranet in the 
‘policies, forms and templates’ section. 
 
Appendix 3 
 
Information Security and Confidentiality 
 
Do: 

 Remember that all work-related documents are the Organisation’s assets, and as such 
fall within the scope of FOI and DPA 18 (see relevant CCG data protection, information 
governance and/or Public Information Access policy).  

 Work directly from the Organisation’s server and save documents on the CCG network 
drives. 

 Take all reasonable steps to maintain security of and prevent loss or damage to any data 
and/or records taken away from the organisation 

 Take reasonable measures to protect work related information at home from 
unauthorised access, amendment or loss (this includes access by family members or 
pets). 

 Consider what practical measures are needed to ensure the home environment is 
secure, i.e. not leaving papers in household areas where disclosures can take place. 

 Take precautions against theft and loss, particularly on the journeys to and from work. 

 When travelling by car with confidential information, place the items in the boot of your 
car. 

 Only use work email accounts for agile working. Keep home computer systems and 
applications virus protected and up-to-date 

 Dispose of all confidential papers files in the CCG confidential bins at CCG premises 
only. 

https://intranet.northcentrallondonccg.nhs.uk/downloads/HR%20policies/Home%20Working%20Self%20Assessment%20Form%20Agile%20Working%20Policy.xlsx
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 Assess the risk involved with the loss of personal and business sensitive data, by 
addressing the following questions: 

 How serious would the consequences be if someone gained unauthorised access to this 
information? 

 How likely it is that someone could gain access to this information? 

 What security procedures and measures are in place and are they appropriate? 

 What is the cost of implementing appropriate security procedures and measures? 

 Any personal confidential data or corporate confidential data transferred to an encrypted 
USB data stick must: 

o be a copy of what is on your secure network drive; 
o remain encrypted and must not be transferred to any other external system, e.g. 

a home or other computer; 
o be worked on by opening and saving changes back to the USB data stick; 
o be returned to the appropriate location, as an updated version of the file/s on your 

organisation network drive and deleted from the memory stick after the work 
required is completed. 

 Report lost or stolen devices straight away, even your own device if used for work related 
purposes 

 Make sure you know how to remove data from your own device if it is lost/stolen so work 
related information is not at risk of being in the public domain.  The CCG can provide 
some guidance and so please contact Business Services in the first instance 
nclccg.businessservices@nhs.net 

 Staff should make sure they have appropriate additional security (passwords etc) on any 
personal devises, especially laptops, tablets, phones etc so email accounts cannot be 
accessed 

 No other work related information or any documents should be stored on personal 
devices 

 Ensure you have undertaken mandatory Information Governance Training  

 Contact the CCG Information Governance Manager for guidance. 
 

Don’t: 

 Use your home computer to store Organisation information. 

 Remove a confidential paper file from the Organisation premises unless it can be stored 
securely. 

 Leave confidential paper or electronic files where they could be accidentally viewed by 
others, including family members. 

 Use a personal e-mail account for Organisation business or vice-versa. If you have to 
use your Organisation email account for personal business please keep separately and 
store separately to avoid possible problems with Subject Access Requests or FOI 
requests. 

 Leave confidential CCG information data or electronic media in unattended vehicles, 
even if locked in the boot. 

 Leave your laptop logged in overnight as it may overheat and cause a fire. Always log 

mailto:nclccg.businessservices@nhs.net
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out at the end of the day. 
 

 

Appendix 4 

Security Procedures for CCG Staff Using Remote Access  
 
Whist high levels of security are incorporated into the remote access systems, users 
must comply with the following as an approved user: 
 

 Passwords must never be written down. 

 Passwords and user names must never be disclosed to unauthorised persons. 

 Users must safeguard their authentication tokens. 

 Output from the PC being used to connect remotely must be afforded the appropriate 
governance practice (see Information Security Policy) to avoid any unauthorised 
disclosure. 

 Do not save confidential files to your computer’s hard drive. All files should be saved to 
your network server to ensure they are secure and backed up. 

 Only those staff approved and authorised are permitted to use the remote working service. 

 Computers used must have proprietary anti-virus software installed with a valid licence. 

 During log on and while conducting authentication users must ensure that no one can 
overlook the screen to view typing of passwords and also ensure that no disclosures 
of confidential information appear on screen during session take place. 

 Computers must not be left unattended whilst logged on; if a computer is left 
unattended it must be secured by locking the workstation (CTRL+ALT+DEL followed 
by selecting the “Lock This Computer” option). 

 All sessions are to be logged off when no longer required and users must ensure they 
receive a “termination” notice when disconnecting from the CCG network. 

 Approved users must abide by the above practice as an approved user of remote 
working, failure to comply with best practice may result in the withdrawal of the facility. 

 Applications for the use of other bespoke software should be made via your line 
manager and the completion of the agreement below. The user must ensure that their 
line manager supports the application and provides the necessary budget code. 

 
 
Appendix 5 

 

Tips on Working from Home 
 
 

1. Setting Up Your Workspace 
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Setting up the ideal workspace is an essential part of working at home efficiently. Whether 
you are working from a home office or the dining room table, there are a number of ways that 
you can create a productive workspace at home. 

 
It is important to aim to have a dedicated area to work from, this should be an enclosed space 
such as a study or a quiet area of your home. In the absence of an ergonomic chair and desk, 
as well as desk screen equipment, you can take the below measures to improve your current 
workspace: 

 
 If you are working from a laptop, try and make it as much like a desktop computer as 

possible. Use a screen lift (or, if that isn’t an option, a pile of books) to raise your screen 
so that your eyebrows are level with the top of the screen. 

 
 Consider using a chair with support, such that your feet rest comfortably on the floor 

and the backrest gives you good support. 
 

 If you are going to be spending a lot of time on calls, consider using headphones to 
avoid overusing or straining your arm or neck muscles. 

 
 Try to work in a room that receives lots of natural light and, depending on how you 

normally like to work; you may want to add some background noise to recreate the 
general buzz of an office environment. 

 
2. Musculoskeletal Health 

 
Working in a safe way in a home setting remains as important as in the office. The following 

provides suggestions on stretching: 

 Look away from your screen every 20-30 minutes and gaze out the window, allowing 

your eyes to relax for a few minutes. 

 Make sure you have space to get up, move, stretch and fidget. 

 Move around your home space at least every hour, and complete a set of short 

stretches for your neck, wrists, shoulders, and hips, holding each movement for 

about 30 seconds. 
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If you cannot get outside, you should undertake some sort of exercise each day and use 

those muscles that are not activated by desk-based working.  

Establishing Your Routine 

 
Most of us have a fairly regular daily routine on a work day. Establishing a similar sense of 

routine while working at home can help you to stay productive and happy at work – as well as 

helping you to feel some sense of security and control. 

When you work from home, it is easy to roll out of bed, turn your laptop on and start working. 

This approach is not recommended:  start your day as you would if you were commuting to 

the office. Starting your day right means that you stick to the same morning routine. Sticking 

to a schedule will bring some structure to your day. 

 
3. Work-Life Balance 

 

 Discussions with your manager to talk about the realities of working from home. 

Communication about your flexibilities and restrictions in your new set up will help your 

manager work with you to support working from home. 

 Caring responsibilities: some employees have caring responsibilities that make 

maintaining normal working hours more complicated. You should consider discussing 

your working hours and critical priorities with your manager so that you can plan with 

your family when you need to be working and the working hours that can be adjusted 

to support caring duties. 

 Communicating boundaries: some employees may find themselves not only working 

from home, but doing so with other members of the family or flatmates. Respectfully 

communicating boundaries so that you can remain productive can help everyone live 

and work together more easily. 

 Social media: maintaining a minimal social media presence as you would do in an 
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office can help keep you focused during work hours. 

 Sleep patterns: Spending a lot of time in one space for both work and leisure may 

affect your quality of sleep, which will then affect your work. Creating a calming night- 

time routine can aid good-quality sleep, and mindfulness apps can support you to 

detach from work 

 Non-screen activities: without the need to commute, you may find yourself with extra 

time on your hands in the morning and in the evening. This can be a great opportunity 

to invest in a non- screen related activity, such as reading. 

 Eating three proper meals a day: with your kitchen in easy reach, it can be tempting 

to graze throughout the day rather than make proper meals. However, taking a full 

lunch break and making yourself a balanced meal will help not only ensure that you 

are eating right, but also help break up the day.  If you do graze, try to do so on healthy 

snacks such as fresh fruit and vegetables. 

 
4. Mental Wellbeing 

 

Keep in contact with colleagues throughout the day. Use Cisco Jabber, Microsoft Teams or 

your work mobile phone to talk or do video calls as much as possible – even if the 

conversation could be carried out over email. 

 
 
Appendix 6 
 

Equality Impact Assessment (Summary) - Agile Working Policy 
 
The Agile Working Policy is an organisation-wide programme of work that will have an impact 

on workstyles; behaviour; workspace, processes and technology. On this basis, this 

assessment is to incorporate the whole CCG. 

 

Agile working is all about catering for new ways of working to improve productivity, boost 

motivation and prioritise the physical and mental wellbeing of staff in order to nurture a more 

efficient workforce. It’s a more responsive approach which enables employees to react to 

specific requirements as detailed in the policy. 

 

The CCG is very conscious about the likely impact of this policy on staff that are from 

protected characteristic backgrounds, and therefore would like to give some advance 

consideration to equality before it can be rolled out. 

 

The Agile Working Offer can bring about additional benefits and improvements to the way we 

attract, retain and develop staff, including those from protected characteristics groups. Our 
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data allows us to understand our workforce. By offering Agile Working and enhanced trust in 

our teams we envisage higher performance and engagement for all staff. 

 

The first step of the equality impact the CCG is focusing on is the relevance of the policy to 

staff that may experience unintended negative impact. In the initial screening it appeared that, 

though the policy must be applied fairly to all staff, there may some groups who may 

experience negative- and therefore the CCG has a duty to consider mitigating measures at 

the outset.  

 

After a brief engagement with staff networks we have put together the following analysis: 

 

Group Likely impact Specific mitigation 

Age Increased flexibility may offer 
opportunities for individuals who may not 
have been able to work previously due to 
other commitments such as caring 
responsibilities. Offers the opportunity to 
work fewer hours for those approaching 
retirement. 
Some members of staff, and customers 
(e.g. older age groups) may have 
difficulties adapting to new technology 
and ways of working. 

Develop programme of 
training and support for new 
technology and ways of 
working. 

Disability Increased flexibility may offer 
opportunities for individuals with 
disabilities to work at home which may 
better suit their needs. Potentially a 
reduced requirement to travel to and from 
a central office will enable more people 
access to work. 
 
The introduction of hot desk and home 
working may negatively impact some 
employees with disabilities if they require 
specialist equipment to fulfil their role. 
Likewise, not all staff may be physically 
able to clear their desk at the end of a 
working day. It is known that social 
isolation is particularly an issue for people 
with disabilities. Some disabled agile 
workers are more likely to feel isolated at 
the loss of social interaction and this may 
lead to stress and depression and 

Engagement with employee 
disability staff network to 
review proposals and ways 
of working to ensure 
successful deployment 
when design completed. 
Technology to be DDA 
compliant and accessible. 
As well as making use of the 
Disability Advisors and 
specialist disability related 
training for managers. 
 
Ensure sufficient blue badge 
parking. 
 
Ensure regular reviews for 
people with disabilities 
regarding their wellbeing 
Ensure building are DDA 
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ultimately a reduction in their quality of 
life.  
 
Disabled people may need accessible 
equipment to be maintained differently, 
which may cause problems for their ability 
to work at home if not properly 
addressed. As a result, disabled people 
may be less productive, resulting in more 
potential capability concerns or lack of 
ability to meet targets which may impact 
on future promotions. We also 
acknowledge that people with a 
reasonable adjustment may not have the 
space at home/other locations to work 
longer periods, risks exacerbating the 
conditions of many staff. 
 
For Deaf staff and Deaf customers, it will 
be necessary to provide at least the same 
level of accessibility to interpretation as is 
available now. That must be taken into 
account for staff working in remote or 
home locations. Clients with disabilities 
still need the same flexibility of services 
and people to meet them as they would 
have if all the staff were based in an 
office environment.  
 
Remote working could be very difficult for 
many people with learning disabilities. 
These people need more regular, short 
bursts of practical support rather than 
longer supervision sessions and may also 
benefit from having a consistent 
environment rather than remote working 
or hot- desking. 

compliant - including 
access, use of materials 
(such as flooring), use of 
colour for those with visual 
impairments and facilities. 

Gender Increased flexibility may offer better 
work/life balance opportunities for 
individuals who may not have been able 
to work previously due to other 
commitments. 
 

Better awareness of gender 
specific issues and 
menopause amongst line 
managers. 
 

https://www.unison.org.uk/content/uploads/2019/10/25831.pdf
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Working time arrangements should 
be flexible enough to ensure that they 
meet the needs of workers experiencing 
the menopause who may require leave 
suddenly at short notice. They may also 
need more or lengthier 'comfort' breaks 
during the day. This will apply to gay 
women, transgender women (e.g. 
pseudo-menopause) and non-binary 
people experiencing menopausal 
symptoms.  Workers who are 
experiencing the menopause or have a 
partner who is menopausal need support 
from line management.  

Religion/belief Introduction of the project may offer 
greater scope for individuals to structure 
work around important religious events 
and regular rituals. 
 
Given that many CCG staff are from 
diverse religious backgrounds, there is a 
likelihood that managers may 
unintentionally inconvenience (or offend) 
staff that practice their religious 
observances during office hours.  

It is important for managers 
to be respectful of their faith 
and be as much 
accommodating as possible- 
and develop a level of 
awareness about different 
faith groups.   

Transgender 
and non-binary 
people 

Agile working may provide a positive 
experience for many transgender staff 
because of flexibility and choice. It also 
can give flexibility when a staff is going 
through treatment for gender affirmation.  
 
There are many issues that can cause 
negative impact on transgender and non-
binary staff if it’s not managed well and 
supported by line managers. While there 
is an expectation of staff to be more 
productive by being flexible, it can be 
unreasonable and adverse for staff that 
may be considering coming out or are 
going through transition. Combined this 
with age (and menopause for trans and 
non-binary women) it can have double 
disadvantage which needs careful 
considerations.   

Better awareness about 
gender-reassignment for all 
staff supported by CCG 
policy and visible 
commitment by senior 
managers. 



 

Page | 30  NCL CCG Agile Working Policy  

 

 
General recommendations 
 

1. A strong culture change and the increased use of (accessible) mobile IT technology are 

required to support a new working model for the majority of staff. This model involves 

creating flexibility in working arrangements and using mobile IT technology to give staff 

more freedom in their working methods and will mean an acceptance from the majority 

of staff that they will no longer have a dedicated desk, within an office. The policy 

therefore depends upon an enthusiastic update of the new ways of working and this 

must be considered in the development/introductory stage of the change to ensure that 

any impacted staff are supported and feel valued to enable them to embrace change.  

 
2. It will also be important that we have regard to the Health and Safety of our employees 

who work in a more agile/ remote way. This will be a lay aspect of the implementation of 

the new arrangements to ensure that employees when working remotely are doing so 

from an environment and home ‘set up’ which meets statutory requirements relating to 

working conditions.  

 
3. As managers roll out flexible working across their teams, they should be asked to 

develop a service/directorate specific EQiA to analyse how staff are being impacted. 

 
4. Communications to make clear that Agile Working is about delivering the best possible 

service with the resources available; the number one priority is service delivery. While 

staff may well experience benefits in this way of working, it is not an entitlement and 

must meet the business need. 

 
5. Staff that are not in the office as a result of agile working are less are likely to get less 

visibility and be part of any office conversations which may impact negatively on their 

promotion and career progression. This needs to be addressed by senior managers by 

building better inclusion and ensuring visibility of all staff through team meetings and 

regular conversations.  

 
 


