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Modern Working Policy
 

1. Purpose of the policy 
1.1 The purpose of London Borough of Barnet’s (LBB) Modern Working Policy is designed to give guidance to managers 

and employees on the arrangements for hot-desking in specific office environments and to recognise the benefits 
to the business from allowing employees, whose role enables the post holder to work remotely for business reasons 
to do so on an ad hoc, occasional basis in a location other than the employee’s normal place of work, maximising 
productivity and delivering greater value to the tax payer and residents.  

1.2 LBB’s introduction over time of improved technology will change the way employees work, as gradually new IT and 
telephony solutions are deployed and expanded enabling employees to stay in contact with remote colleagues and 
help to reduce the need for physical meetings; this in turn will help reduce travel to offices, decrease the carbon 
footprint, whilst making a significant contribution to the financial savings LBB has been asked to make.  

1.3 LBB’s emphasis is no longer placed on a fixed workplace but on how LBB can make better use of facilities and 
technologies to deliver its services.  All staff are expected to work their contractual hours unless otherwise 
negotiated.  

 

2. Scope 
2.1 The scope of this policy applies to the London Borough of Barnet.  This policy does not apply to school’s based staff.  
 

3. Definition 
3.1 For the purpose of this policy, modern working means empowering employees to consider where, how and when 

they work. 
3.2 Hot desking is taken to mean the practice of not allocating workstations to specific employees at LBB’s offices.  Any 

employee is able to use any desk allocated as a hot-desk. 
3.3 Remote working is taken to mean working at a location other than the employee’s normal place of work including 

LBB’s buildings, those of partner organisations and places across the borough, as well as working from home.  
 

4.    Legislation                                                         

4.1 There is no specific legislation relating to modern working, however, the arrangements set out in this document 
incorporates reference, where appropriate, to LBB’s obligations under existing health and safety legislation  and 
observation of The Working Time Regulations 1998. 

 

5.   Health and Safety                                

5.1 LBB’s Health and Safety at Work Policies remain applicable to employees.  Copies of the Health and Safety policies 
and procedures are available on the LBB Intranet. 

5.2 Employees are required to meet the requirements of this policy in full and at all times to observe and co-operate 
with health and safety procedures making full use of the equipment provided for safe working.  Any failures to 
comply with the requirements set out in the council’s Health and Safety Policy  may be addressed through LBB’s 
disciplinary process. 

5.3 Where a role is desk based, employees will be required to carry out an on-line DSE workstation assessment and to 
take any necessary corrective actions.  Employees are not expected to complete this risk assessment each time they 
sit at a new desk, rather they should remain mindful of the need to observe safe working practices for example: - 
adjust the chair to a comfortable level whenever sitting at a hot-desk. 

5.4 Employees with specific health requirements necessitating additional ergonomic support have access to allocated 
areas offering ergonomic desks and seating which meet health and safety standards.   
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5.5 LBB is responsible for the health and safety of employees who work remotely.  LBB will provide appropriate advice 
and training before any remote working arrangements commences and as appropriate thereafter.  

5.6 LBB reserves the right to visit the employee in their chosen remote working location to assess compliance with 
health and safety requirements.  This will be carried out at a mutually convenient time. 

5.7 Accidents to employees sustained whilst working remotely must be reported in the same way as if office based. 

5.8 Any employee working remotely must be made aware of and adhere to LBB’s Lone Working Policy. 
 

6. Absence and sickness                                                      

6.1 Employees unable to work at any time when working remotely, due to sickness, injury or otherwise, must comply 
with LBB’s Managing Absence Policy. 

 

7.  Employees responsibilities 

7.1 LBB’s outcome based management is about managing employees by their achievements rather than the time spent 
in the office. 

7.2 LBB has introduced new technologies such as Skype for Business which will support employees when they are 
located away from their line management base.  Increased flexibility around when and where employees work 
requires a different relationship between employees and their manager.  Managers trust employees are working 
from a different location and expect their time is used in a way which prioritises the needs of the business, therefore, 
employees are expected to: 
a. Agree working arrangements with their manager and ensure managers know where and when employees are 

working ensuring individual electronic diaries and working status are up to date at all times. 
b. Seek to make the most effective use of time and ask for help to do this where needed. 
c. In the shared working environment care and consideration for colleagues and visitors must be exercised at all 

time whilst hot desking, sharing office space and facilities, including the use of interactive spaces and both 
formal and informal meeting areas. 

d. Meet agreed work objectives, deadlines and monitoring arrangements, with a focus on outputs and what can 
be achieved. 

e. Take reasonable care of LBB’s equipment including the security of LBB’s data when working at different 
locations. Any loss, damage or theft must be immediately reported to the line manager and the police in order 
for LBB’s insurance provisions to apply. 

f. Comply with LBB’s IT security and data protection requirements. 
g. Follow health and safety guidelines. 
h. Take regular breaks from work and where possible, move from a single work setting to gain benefit from a 

change of posture and break of routine. 
i. Carry out work in a paper-light way by working electronically and only printing when this cannot be avoided. 
j. Employees should observe their contractual hours and work in accordance with other legal limitations such as 

The Working Time Directive Regulations 1998. 
 

8. Manager’s responsibilities 
8.1 Managers ensure safe systems of work are in place and employees have the tools to do their job effectively.  Line 

managers have the responsibility for the application of this policy, specifically managers will ensure employees: 
a. Have access to appropriate technology enabling employees to do their job from multiple locations, including 

their home (if applicable). 
b. Have an identified and agreed location from which to work with support and the use of facilities appropriate 

to the role. 
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c. Can access pool cars which are available for employees to use for business journeys, subject to 
providing relevant satisfactory documentation, for example a driving licence. 

d. Have access to suitable training to ensure employees can work effectively. 
e. Agree adequate office cover and have access to networking and other opportunities aimed at team building.  
f. Have a safe and well-managed working environment. 
g. Have agreed SMART (Specific, Measurable, Achievable, Relevant, Timely) objectives, priorities and targets 

against which performance can be measured under LBB’s performance management process.  
h. Are supported with assistive technology where required. 
i. Identify access needs and IT requirements for differently abled employees. 
j. Work in a paper-light environment. 

 
9.  Agreement to work remotely         

9.1 Employees wishing to occasionally work away from the office must secure the agreement of their line manager prior 
to their working remotely. 

9.2 Retrospective requests will not normally be agreed and any absence which may be considered as unauthorised may 
be referred to relevant policies for example: Managing Attendance Policy, Capability Policy, Conduct Policy and 
Disciplinary Policy. 

9.3 When approving requests, line managers are responsible for ensuring that there is a clear business requirement for 
the employee to undertake work remotely rather than attending the office.  An example would be the employee 
carrying out a visit to a customer or resident and benefitting from spending the rest of the day working from a local 
office, business hub, library or from home rather than losing productive time travelling back to their designated 
office location/usual place of work. 

9.4 Line managers should consider requests for working remotely on the following criteria: 
a. The nature of the employee’s job 
b. Does the employee’s job require regular, face-to-face contact with other employees or members of the public 
c. Availability of office cover 
d. Suitability of the remote working environment. 

9.5 Managers and employees should agree remote working patterns and then, when necessary, agree exceptions on a 
daily basis. 

9.6 Line managers need to be confident that sufficient resources are available within the team to cover activities that 
require a presence in the office including the impact and demands upon the team and colleagues.  

9.7 Consideration to the suitability of the remote location, including whether permission has been given by the host 
organisation, where applicable, should be taken. 

9.8 Whilst working remotely, employees must be: - 
a. engaged on agreed LBB work  
b. contactable during normal hours of business operation 
c. continue to complete all duties required under their contract of employment  
d. maintain contact with their usual place of work 

9.9 Line managers are advised, that, as a guide, occasional remote working means an employee does not develop a 
regular pattern of being away from the office. 

9.10 Whether or not an employee is permitted to work remotely is entirely at the discretion of the line manager.  
Occasional remote working is neither a contractual nor a statutory right and LBB is under no obligation to approve 
any request by an employee to work remotely. 
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9.11 If the line manager believes that the employee is not following their obligations under the Remote Working Policy, 
future requests should be declined. 

 

10.  Telephony                                                 
10.1 Employees will be provided with Skype for Business and a ‘soft’ IT telephone within their laptop to make and receive 

business telephone calls. Training is provided. Employees will be issued with an LBB extension number.  Call 
forwarding and voicemail should also be set up where appropriate. Employees must ensure that they are logged 
into Skype for Business to make and receive telephone calls.   

10.2 Any sensitive or confidential calls must be made in a private, secure environment.  

 

11.   Information Technology (IT) 
11.1 Employees will be supplied with a tailoured IT technology package, including a laptop, that effectively supports key 

applications and business requirements, enabling employees to carry out their work remotely and efficiently, from 
both within the office or remotely using an LBB device or personal device.   

11.2 At the end of the working period desks must be left clean and clear and personally allocated IT technology will need 
to be stored securely following local arrangements. Alternatively, the employee may take the personally allocated 
equipment home with them for secure storage.  

11.3 Technology equipment provided to employees to support hot-desking and remote working is for the exclusive use 
of that employee alone.   

11.4 Good care must be taken of the equipment ensuring it is used in accordance with LBB’s IT Policies and Procedures 
for equipment and systems, E-mail and the Internet usage 

11.5 Personally allocated corporate technology will remain the responsibility of individuals.  

11.6 Employees are not permitted to allow colleagues, family members or friends to use LBB’s equipment.  
 

12. Data Security                                                             

12.1 When working remotely, employees must be aware of the increased risk of a security breach. 
12.2     Employees are required to observe the conditions set out in LBB’s IT Security and Data Protection Policies and 

Procedures for equipment and systems, E-mail and the Internet usage and specifically information security. 
 
12.3 Whilst working in a public area, for example on public transport, employees must take all reasonable steps to 

preserve confidentiality and security of LBB information. Employees should ensure that any documents/laptop 
screens are, as much as possible, not visible to members of the public. 

12.4 IT equipment provided to employees to support remote working arrangements is for the exclusive use of that 
employee alone.  The employee is not permitted to allow colleagues, family members or friends to use IT equipment 
provided to them. 

 

13. Documentation, files and paperwork  
13.1 LBB operates a Bin It, Scan it, Store it approach to documentation, files and paperwork.  

13.2 All paper materials are to be stored in the departments’ allocated filing system or scanned to electronic filing 
systems and returned to off-site storage where possible. No paperwork, documents, files etc. are to be left on hot-
desks. 

 

14.   Storage                     
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14.1 In LBB’s offices teams will be allocated lockable lockers in which to store technology equipment and personal effects.  
At the end of the working day, all technology equipment is to be stored securely on-site or alternatively, technology 
equipment may be kept securely at the employee’s home. 

 

15. Business Incurred Expenses
15.1 Employees, who require access to a vehicle to perform their role, where possible, should use pool cars.  
15.2 Expenses incurred in the pursuit of LBB business activities should be claimed under LBB’s Employee Benefits 

Expenses Policy. 

 

16. Confidentiality                                               
16.1 Whilst working remotely employees will remain subject to all confidentiality clauses contained within their contract 

of employment.  A disclosure of confidential information may result in actioning LBB’s disciplinary process. 
 

17. Variation                                                          

17.1 Where LBB wishes to amend this Policy, it will consult with the Trade Unions with a view to reaching agreement 
over the proposed changes. Where agreement cannot be reached, LBB reserves the right to implement the changes 
by giving employees one month’s notice of the new Policy. 
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