
 

 

CLACKMANNANSHIRE COUNCIL 

Report to Partnership and Performance Committee 

 Date of Meeting: 29 October 2020 

Subject: HR Policies  

Report by: Strategic Director, Partnership and Performance 

1.0 Purpose 

1.1. This paper seeks Committee approval of the revised Homeworking 
Policy/Procedure. 

2.0 Recommendations 

Committee are asked to: 

2.1. Challenge and comment on the paper as appropriate. 

2.2. Approve, subject to formal approval by Council, the revised Homeworking 
Policy and Procedure which is attached at Appendix 1 . 

2.3. Note that the Policy group met on the 20 July 2020 and extensive discussions 
took place with both Trade Unions and Management at this meeting in the 
formation and development of this Policy and procedure. 

2.4. Note that following these discussions, the revisions/amendments made were 
agreed by those policy group members who had been in attendance. 

2.5. Note that on 16 September 2020 the Tripartite agreed that the Homeworking 
Policy and Procedure be presented to the Partnership and Performance 
Committee for approval. 

2.6. Agree to make consequential changes to the Worklife Balance and Flexible 
Working Policy and Procedure following approval of the revised Homeworking 

3.0 Considerations 

3.1. The Councils existing Worklife Balance and Flexible Leave Policy and 
Procedure was formally agreed by Council on 5th March 2020. 

3.2. This Worklife Balance and Flexible Working Procedure  includes 
homeworking as an option for balancing work and home life. 
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3.3. As a consequence of the COVID-19 pandemic the Council, along with other 
businesses, had to quickly adapt to new ways of working and this included 
significant numbers of staff moving from traditional office based working to 
homeworking. 

3.4. Give the significant and rapid change to our traditional ways of working, it was 
felt that from an organisational perspective, and to build on the momentum of 
change, a separate Homeworking Policy should be developed, to not only 
build and strengthen our commitment to flexible working but to also allow us 
to modernise our ways of working.  

3.5 The revised procedures defines the categorises of homeworking that can be 
put into place i.e. ad hoc, regular or permanent, outlines the process to follow  
for implementing homeworking, as well as outlining the responsibilities of 
managers and staff when considering and undertaking homeworking.  

3.6 The Council recognises that this is a significant change to how we operate 
and acknowledges that homeworking will not be suitable in all cases, and 
indeed not all staff will welcome or wish to consider homeworking. As such, 
homeworking will be by mutual agreement only. 

3.7 The continued safety of our staff, both physically and mentally, remains of 
paramount importance and the procedure puts in place measures to address 
both these aspects. 

4 Sustainability Implications 

4.1 None 

5 Resource Implications 

Financial Details 

5.1 N/A 

Staffing 

5.2 TUs have been consulted in the development of the policies and procedures. 

6 Exempt Reports 

6.1 Is this report exempt?      Yes   (please detail the reasons for exemption below)   No 
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7.0 Declarations 
 
The recommendations contained within this report support or implement our 
Corporate Priorities and Council Policies. 

(1) Our Priorities (Please double click on the check box ) 

Clackmannanshire will be attractive to businesses & people and  
ensure fair opportunities for all    
Our families; children and young people will have the best possible 
start in life   
Women and girls will be confident and aspirational, and achieve 
their full potential   
Our communities will be resilient and empowered so 
that they can thrive and flourish   

(2) Council Policies  (Please detail) 

8.0 Equalities Impact 

8.1 Have you undertaken the required equalities impact assessment to ensure 
that no groups are adversely affected by the recommendations?  
 Yes      No  

9.0 Legality 

9.1 It has been confirmed that in adopting the recommendations contained in this 
 report, the Council is acting within its legal powers.   Yes   
  

10.0 Appendices  

10.1 Please list any appendices attached to this report.  If there are no appendices, 
please state "none". 

 Homeworking Procedure 

 EQIA 

11.0 Background Papers  

11.1 Have you used other documents to compile your report?  (All documents must be 
kept available by the author for public inspection for four years from the date of meeting at 
which the report is considered)   

  
Yes   (please list the documents below)   No  
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1. INTRODUCTION 
1.1 The Council is committed to supporting flexible working arrangements, provided 

that the needs and objectives of both the Council and the employee can be met 

and as an employer we have been keen to embed the principles of flexible 

working throughout the Council.  Our agreed Worklife balance and Flexible 

Working policy/procedure available on CONNECT demonstrated our clear 

commitment to this. 

1.2 Homeworking, which was previously included in our work/life balance procedure, 

can improve motivation, performance and productivity and reduce stress, when 

managed correctly. 

1.3 The aim of this revised procedure  is to strengthen this balance but also to 

acknowledge that our traditional ways of working have been permanently 

changed and hopefully improved for the future as a result of the COVID 

pandemic. 

 
2. PURPOSE 
2.1 To provide guidance on the required actions and responsibilities of the Council, 

line managers and employees in regard to homeworking  

2.2 To set out the procedural steps and process for posts which are suitable for 

some or substantial homeworking. This procedure applies to any post where 

work is performed from home instead of a Council location for a significant 

proportion of the contractual working hours.  It is however recognised that it will 

not be possible for all roles to have the ability to work at or from home. 
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3. DEFINITIONS 
 
3.1  Permanent Homeworkers  

 This is when an employee will spend 100% of their contracted hours 

working at home.  

 As a Council we recognise that in the modern world of work, and due to 

ever advancing technology such as widely available video conferencing, 

there are now many roles which are suitable to be carried out from home, 

for the majority of working time.  In these cases, Senior Managers will 

identify these groups of staff as being “Homeworkers” and their base 

contractual location can, if mutually agreed, therefore be their home 

rather than a fixed Council location.  They will still be required to attend 

Council locations as and when agreed, which may be occasional or on a 

more formally agreed basis (for example to attend a specific meeting on a 

fortnightly/ monthly basis, or on a rota basis).  

 

Regular Homeworking 

 This is when an employee spends some of their contracted hours working 

from home, on a regular basis. It may be suitable for example where the 

function of the role requires little or no face to face contact with 

colleagues or clients, or facilitates a more flexible work pattern. 

 
Ad-hoc Homeworkers 

 This means taking work home on an ad-hoc basis as and when required 

or requested.  

 The nature of the work being undertaken would allow for ad-hoc 

homeworking, which could be on a regular agreed or occasional basis as 

agreed in each individual case with line management. This may also 

include times when, as a result of emergency situations e.g. Adverse 

Weather, staff are requested to work from home. 
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4. ELIGIBILITY 
4.1 As a Council we have a large variety of roles and also individual circumstances 

which must be taken into account when considering working location. Each role 

will be looked at, but for any role the following would need to apply for home 

working on an ad-hoc or permanent basis to be deemed appropriate: 

 

 Where their role does not involve “supervisory” duties that require to be 

undertaken in person along side the team members involved, such as a site fore 

person for example 

 Where their home environment is suitable following completion of risk 

assessment 

 There is no significant increase in workload on colleagues  

 The work done by the employee must be capable of being done from home, or 

could be done from home with adaptations/ process amendments which would 

not be detrimental to the service 

 
5. BENEFITS 
 
5.1 There are a number of reasons why homeworking and ad-hoc working at home 

is desirable, including: 

 

 Providing greater flexibility and work/ life balance for employees; 

 Increasing scope to meet the Council’s commitment to equal opportunities e.g. it 

may as a reasonable adjustment, enable a person with disabilities to do a job 

they otherwise would not be able to do; 

 Reducing energy consumption and pollution from unnecessary car journeys; as 

well as reducing travel time for employees commuting and contributing to staff 

well being 

 Attracting and retaining staff; including from a wider geographical pool 

 Providing a working environment which enables work to be carried out 

effectively and efficiently without many of the distractions which can inevitably 

come with being based in an office or busy working environment. 
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6. Ad hoc Homeworking  
 
6.1 The following is provided as guidance: 

 Working at home can be used to undertake specific work activities, projects, or 

pieces of work with require concentration  

 Frequency and duration of working at home should be agreed with the line 

manager, this can be on a set basis (for example working from home weekly or 

fortnightly, or as and when required by agreement dependent upon work needs 

and/ or employee requests to support work/ life balance  

 Reasonable notice of a request to work at home should be given to allow 

appropriate planning 

 Staff working at home (either on a regular basis or as and when requested/ 

required) may be recalled to work at short notice due to staff shortages or 

service need 

 Staff and managers should monitor the impact of time spent working at home as 

part of 1-2-1 meetings 

 Staff working at home on an ad-hoc basis should carry out their work duties 

during their normal hours of work, unless otherwise agreed by management. 

Any domestic arrangements such as childcare/carer arrangement must remain 

in place throughout the hours of work  It is recognised that staff may have caring 

requirements that mean they cannot undertake their tasks between 9 and 5  

flexibility in the working day should be accommodated where possible. 

 Staff working at home must be contactable by their council telephone and/or 

email during their agreed working pattern. 

Problems caused by staff working at home should be addressed  informally 

before considering if homeworking needs to be concluded.  
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7. Regular/Permanent Homeworkers 
7.1 In addition to staff and mangers agreeing some ad-hoc homeworking outside of 

their fixed base Council location, Strategic Directors in discussion with Senior 

Managers and HR will also identify the types of roles that can be considered as 

being able to work from home on a more fixed basis. The roles identified will be 

discussed with Trade Union colleagues at service bipartites. Determination on 

the types of roles suitable for homeworking will be based on the following: 

 

  The Nature of the role. The primary consideration for any manager must 

be to start with an open mind and to assess whether a role can effectively 

be undertaken from home and has no need to be primarily office based.  

If periods of concentration are required, this would also lend itself well to 

Homeworking, as well as preparing written documents for example. 

  If meetings, including with team members, are required on a regular 

basis, can these be carried out virtually?  Are there any duties which 

MUST be conducted in person and if so, how frequently would this 

(realistically) be the case. 

 If client interaction is involved in the role, can this also be conducted 

virtually?  In roles which are front-facing or delivering services to service 

users, it is unlikely the nature of these roles will enable them to be carried 

out by homeworkers effectively. 

 Can the role be adapted to actually work more efficiently from a home 

location?  Just because the current post involves face to face interaction 

and a different work environment such as paper processing tasks for 

example, consider if processes could actually be improved by being 

moved to electronic rather than paper.  Consider if there are tasks which 

would be more effective to be carried out by others (for example cutting 

out unnecessary steps in procedures which have traditionally been in 

place) and look at this as a chance to be innovative and future focused. 

 

 

 

85



Clackmannanshire Council  
Work Life Balance and Flexible Working Procedure 

  8 
 

 

 Could new ways of working involving technology increase productivity 

during contractual hours?  Consideration would need to be given to IT 

equipment available to support this and perhaps training for employees 

who may struggle to adapt to new virtual and online processes. 

 Consider the “social” aspects of teams and relationships with both 

immediate and senior managers,  Consider how this could be ensured if 

a team is primarily made up of Homeworkers, for example frequent virtual 

team meetings and one to ones, making communication a key priority for 

all, wider team meetings and regular communication from Senior 

Managers also and perhaps ensuring team “meet ups”, be it monthly, 

quarterly or in the form of team events and catch up days either virtually 

or in person.. 

 The size of the team would also play a role, in a larger team it may work 

well that Homeworking is in place, with some form of rota for these 

employees to be called in to cover certain tasks/meetings/any duties 

which cannot be conducted effectively from the remote location.   

 When assessing these new ways of working, managers could again use 

this as an opportunity to be innovative and look at where employees are 

based and determine whether they would be better to be based from a 

different Council locationin addition to homeworking,  If the nature of the 

work does not require a fixed office location, then any other 

arrangements which would work better for both the service and the 

employee should be considered and if necessary discussed with HR 

 The use of a fixed office location for the traditional idea of being “present”  

should be moved away from, in favour of being seen to be “highly 

effective”.  For all employees, ensuring communication and how and 

when they can be contactable if homeworking is in place is key and 

working efficiently and effectively, feeling motivated and maintaining a 

work/ life balance which support health and well-being, should be the key 

focus for Senior management and SLG in looking at news ways of 

working and homeworking where possible. 
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 Consider individual employee needs as well as the role. Any employee 

identified as being a Homeworker must be able to deliver the role 

effectively without supervision, for example anyone who is currently being 

informally or formally performance managed, may benefit from more time 

in the office to ensure this support is on hand and appropriate on the job 

training given. 

 There must be an understanding of the impact of homeworking on the 

home environment and taking into account where this may not be 

possible. Homeworking is an extension of the office environment and it is 

important that appropriate measures are in place for childcare/caring 

responsibilities. The Council has a number of policies in place to support 

staff including Special leave, Carers Policy, Worklife balance Flexible 

Working. Self motivation, self discipline and possession of good time 

management skills are essential for Homeworkers.  We have created an 

appendix as a guide with tips and support for Homeworkers. 

 Clarity of role, deadlines and objectives with feedback must be in place 
 

7.2 Health and Safety Assessment 
All staff who will work from home (ad hoc or permanent) should complete the 

attached self assessment form to ascertain whether their home needs to be 

assessed by a member of the H&S Team. If a home assessment is required the 

staff member can request a trade union health and safety representative is also 

in attendance. The purpose of such assessment is to establish the suitability of 

the home for working against health and safety standards as recommended by 

HSE Standards ‘Working Safely with Display Screen Equipment’.   

As an employer, we take seriously the health and well being of our staff and 

therefore we would only support homeworking on a permanent basis if staff are 

able to evidence they have the appropriate environment available to work at 

home.  If they do not, ad-hoc home working on a less frequent basis, or being 

based in a Council location, may be more appropriate.  
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8. Regular Information/Support/Communications 
8.1 It is important for managers to maintain regular and meaningful contact with 

employees in order to ensure they are not adversely affected by homeworking 

arrangements, particularly those who are permanent homeworkers.  Whilst 

some staff may prefer working from home others may start to feel isolated, 

something that could potentially impact on their mental health and also 

performance. 

8.2 The following provides guidance to managers and staff to ensure that those who 

work from home remain an integral and important  part of the team: 

 Managers should ensure that each homeworker has the opportunity to meet 

(virtually or in person) their team at least once a month. 

 In addition to regular and detailed team briefings, line managers must ensure 

regular communications, as appropriate, are made between the “present” 

teams, if applicable, and homeworkers. Homeworkers should receive all 

relevant information, briefing papers, updates etc. Homeworkers and their line 

manager must meet and undertake 1-2-1s (virtually or in person) on a regular 

basis. 

 All staff, whether homeworking or not, have clear objectives in line with the 

Councils PRD process. 

 Staff working from home are required to carry out their work duties during 

agreed hours of work, which can be agreed on a flexible basis as the service 

and individual role permits. Any domestic arrangements such as childcare/carer 

arrangements must remain in place throughout the hours of work (it is 

recognised that this has been a key challenge during the COVID pandemic and 

employee efforts in balancing this in these circumstances are appreciated, 

however long term other arrangements need to be In place, or working hours 

can be adjusted/ reduced as per the Council’s usual Work life balance  and 

Flexible Working procedures). 
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 A lack of trust can be the biggest barrier to achieving successful homeworking. It 

can be challenging for managers who prefer face-to-face supervision and they 

should ensure they have in place robust ways of monitoring outputs and quality 

of work, without micro-managing staff which can be very demotivational. 

Examples of this could be weekly informal catch ups in addition to more formal 

one to ones, meetings at the start of the working week to discuss the key 

priorities for the week ahead, ensuring deadlines are in place and adhered to, 

and above all being clear on expectations with each employee. 

 Managers should also make sure the employee knows what is expected of them 

in terms of how they are expected to work with and sharing information and 

ideas with both managers and colleagues.  

 At regular one to ones progress should be discussed and this is also an 

opportunity for line managers or employees to raise any concerns. All feedback 

where this is appropriate must also form part of ongoing discussions and 

employee hard workshould be recognised.   

 Managers must also ensure that access to training opportunities and personal/ 

professional development is not compromised, and this should also be 

discussed regularly with Homeworkers . 

 

9. Terms and Conditions of Employment 
9.1 The terms and conditions of employment for homeworkers will be outlined in 

their written statement of particulars and in accordance with national and locally 

agreed conditions. 

9.2 Any equipment required to be purchased to support/enable homeworking to take 

place should be done so line with the Council’s procurement policy.  

9.3 The cost of electricity, water, heating, telephone, broadband and other utilities 

will not be covered by the Council. These costs remain the employee’s 

responsibility. Employees are able to complete a self assessment tax return to 

claim for their home working costs. Employees can claim a deduction of £26 per 

month without having to justify this figure. Claims can be made at 

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

9.4 For occasional and regular home workers, car mileage expenses will only be 

paid for those miles travelled which are over and above the number of miles 
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which the home worker would previously have incurred by having to travel into 

the office and return home on a daily basis, i.e. their normal commuting journey.  

9.5 For permanent home workers, car mileage expenses would be payable for work 

related journeys beginning an ending at the home base.On conclusion of 

employment the employee is responsible for returning all Council property 

including equipment, software and copy documents and files.  

 

10. Risk Assessment 
10.1  The Health and Safety at Work Act 1974 states that an employer shall ensure, 

so far as it is reasonably practical, the health, safety and welfare at work of all 

employees – this also extends to homeworkers. As the control than can be 

exercised over a member of staff working from home is limited, the main 

responsibility will be with the home worker under Section 3(2) of the Act, which 

places the obligations on homeworkers themselves to ensure that they and 

other persons, including members of the household are not endangered by work 

activities undertaken at home. 

10.2 A risk assessment checklist will required to be completed by the Homeworker 

and also any member of staff who works from home on an ad-hoc basis. to 

determine any relevant risks and to prevent harm to the homeworker or anyone 

else who may be affected by their work, in respect of the workplace itself and 

the working arrangements. The Council may need to check such workplaces 

from time to time as the homeworking arrangement proceeds. Any steps 

necessary from these various risk assessments will be undertaken to ensure the 

homeworker has a safe workplace.  

10.3 A specific risk assessment will be done on employees who inform the Council 

that they are pregnant.  In order for this to take place, homeworking employees 

who become pregnant should notify their line manager of their pregnancy . 

10.4 Homeworkers have the same health and safety duties as other employees. 

Employees will be required to take reasonable care of their own health and 

safety while working at home and should [comply with the Council’s Health and 

Safety Policy and] follow all health and safety instructions issued by the Council 
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11. General Conditions 
11.1 Moving home  

If employees move home, the homeworking arrangement will be reassessed. If 

the Council considers that the house move would make, or has made, 

homeworking unsuitable, this may result in the homeworking period coming to 

an end.  

 

11.2 Equipment and expenses 
The Council will provide all equipment reasonably required for staff to work from 

home, which will remain the property of the Council.  

 

Where equipment is provided staff must: 

 only use it in line with council policy 

 take reasonable care of it;  

 Comply with relevant Council policies, and 

 make it available for collection by the Council on termination of employment or if 

the homeworking arrangements end at any other time if requested to do so. 

 

Accidental damage to equipment will be covered by the Council’s insurance 

policy. Wilful damage to Council property may be dealt with in line with the 

Council’s disciplinary procedure. 

There may be occasions, as a result of system or equipment failure, when the 

employee will be required to work from Council premises 

 

11.3 Working hours 
Employees and Mangers should agree working patterns which complement 

worklife balance and service delivery.  It is important that employees  working 

from home, ensure that they take adequate breaks in accordance with terms 

and conditions of employment. 
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11.4 Meetings 
Face to Face meetings (unless through Video/Tele conferencing) with service 

users, Council staff or staff from other organisations must not be held at an 

employees home. 

It is the responsibility of each individual Homeworker to ensure they have an 

available appropriate space where meetings of a confidential nature can take 

place without anyone else in the home overhearing. 

 

11.5 Insurance/Mortgage/Tenancy Agreements 
Working from home may affect an employees home and contents insurance 

policy. Employees must make any necessary arrangements to provide adequate 

cover for the fact they will be working from home. 

The Council’s existing insurance policies (both public and employer’s liability) 

will continue to operate and cover the homeowner. 

Employees working from home should inform anyone with an interest in the 

property (e.g. Building Society, Bank and Owner) of the position. 

 

12. Storage of confidential data and transportation of documents 
12.1 Confidential documentation, wherever possible, should not be removed from the 

office location. Where confidential information needs to be removed it is every 

employee’s responsibility to ensure  it is handled in a secure manner and in 

compliance with GDPR and data protection.  Any loss of data, or potential data 

breaches MUST be reported immediately. 
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13. Review of Homeworking 
13.1 Homeworking arrangements should be reviewed regularly between the 

employee and their line manager.  Homeworking can be withdrawn if it is 

demonstrated that: 

 The performance of an employee suffers as a result of homeworking; 

 The effectiveness of the team in which the employee works is compromised 

 The needs of the Council/Service are not being met through homeworking. 

13.2 If homeworking arrangements are reviewed due to an employee’s performance 

this will be dealt with under the Council’s Capability procedures 

13.3 Where, other than as a result of performance, an employee wishes to appeal the 

ending of homeworking they should fully outline in writing  the grounds of their 

appeal to their Strategic Director, who shall consider and provide response 

within 14 days. There will  be no further right of appeal. 

13.4 An employee can request to end their homeworking arrangements at any time 

also, subject to reasonable notice to allow appropriate arrangements to be 

made. 

 
14. Sickness Absence 
14.1 Homeworkers must comply with the Council’s sickness absence policy and 

ensure any sickness is reported to their line manager. 
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Equality Impact Assessment 
 

Policy Name Homeworking  

Department HR 

Policy Lead HR 

Equality Impact Assessment 

Full EQIA required Yes  

No*  

* In no please provide rationale 

 

Date Full EQIA complete July 2020 

Date Approved  

Review Date  

 
 

 
 

 
 

 

X 
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From CIPD 

Appendix 

Getting the most from remote working 

Our series of top tips will help you and your team get the most out of homeworking 

With working from home being a key means for many workers and organisations to 
keep going during the coronavirus outbreak, we will be publishing a series of top tips to 
help you and your team to make the most of remote working. 

10 top tips for working remotely 

1. Set up a designated workspace. Separate space for yourself to work in, 
somewhere you can focus on tasks without being distracted and set up with 
everything you need for a normal working day – computer, phone, stationery, 
papers…etc.  

2. Make sure you have all the tech you need. This includes a reliable and 
secure internet connection, any necessary files, hardware and software, remote 
access to your company network and, importantly, knowledge of how to get IT 
support.  

3. Get dressed. Changing into working clothes will help you mentally switch to 
productive work mode. It will also help you distinguish between ‘homeworking’ 
and ‘home life’.  

4. Write a daily to-do list. Set out a list of realistic, achievable tasks to keep you 
focused.  

5. Know when to step away from your desk. Be clear about when your working 
day begins and ends and take breaks to refresh. It’s easy to let yourself be 
‘always on’ when your home and office are the same place. When work is over, 
be sure you switch off to avoid burnout. Think about having ‘core hours ’ which 
people you work with are around for.  

6. Stay in conversation. Contribute regularly to team chats/group emails so you 
don't drop off the radar. Ask about what people are working on and share what’s 
on your plate. Being physically separated means you miss the ‘water-cooler 
moments’ so this is a means to keep informed.  

7. Foster relationships. Make time for non-work chats as you would in the 
workplace and use video calling to maintain face-to-face contact.  

8. Be clear in your communication. Speaking in person gives you visual and 
audio cues that help you communicate. Conversing remotely removes a lot of 
that extra information so make your communications extra clear and concise.  
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9. Ask for support when needed. Speak out when you need assistance, further 
training or support. Your manager, colleagues and you are part of a team and 
should be supporting each other, especially remotely.  

10. Make remote working work for you. Change where you sit, put on music, 
whatever helps you work. And enjoy the perks – no commute or uncomfortable 
shoes, and all your home comforts! 
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Equality and Fairer Scotland Impact Assessment - Screening  
 
 
Title of Policy: Homeworking Policy and Procedure 

Service: Human Resources 

Team: Human Resources 
 

Will the policy have to go to Council or committee for approval Yes 

Is it a major policy, significantly affecting how functions are delivered? No 

Does it relate to functions that previous involvement activities have identified as being 
important to particular protected groups? No 

Does it relate to an area where the Council has set equality outcomes? No 

Does it relate to an area where there are known inequalities?  No 

Does it relate to a policy where there is significant potential for reducing inequalities or 
improving outcomes?  No 

 
IF YES TO ANY - Move on to an Equality & Fairer Scotland Assessment 

 
IF NO - Explain why an Equality & Fairer Scotland Assessment is not required 
 

 
APPROVAL 

NAME DESIGNATION DATE 

   

 
NB This screening exercise is not to be treated as an assessment of impact and therefore does not need to 
be published. However, if you decide not to assess the impact of any policy, you will have to be able to 
explain your decision. To do this, you should keep a full record of how you reached your decision. 
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Equality and Fairer Scotland Impact Assessment - Scoping  
 
Purpose of the proposed policy or changes to established policy 
This Procedure will support the transition that has been made to a large scale number of employees 
working from home rather than office locations, and looks to continue this transition to modern working 
practices beyond the time of the pandemic, to benefit both the Council and employees.  The procedure 
expands upon the current flexible working and work life balance procedures to support employees to 
achieve a better balance between work and their other priorities, by reducing travel time and more 
virtual working. The Council is committed to supporting flexible working arrangements, provided that the 
needs and objectives of both the organisation and the employee can be met. 
 
Which aspects of the policy are particularly relevant to each element of the Council’s 
responsibilities in relation to the General Equality Duty and the Fairer Scotland Duty? 
General Equality Duty - 
 Eliminating unlawful discrimination, harassment and victimisation and other prohibited 

conduct  
The provision of flexible working and flexible ways of working including Homeworking could assist with 
the elimination of discrimination for protected groups who may require more flexibility which is 
associated with their protected characteristic(s).  This could include those with disabilities covered by 
the Equality Act 2010, for whom home working may enable them to remain in work, work more 
comfortably, or work more hours than if in a fixed office location, as would be a reasonable adjustment 
also.  It would also help support females who are more likely to be balancing work and childcare/ other 
caring needs such as elderly parents, by reducing travel time for example.  Women are more likely to 
also be single parents and benefit from this flexibility (92% of single parents nationally are female) 
 Advancing equality of opportunity between people who share a relevant protected 

characteristic and those who do not 
Having due regard for advancing equality involves removing or minimising disadvantages suffered by 
people due to their protected characteristics. The increased support of homeworking should assist with 
minimising disadvantages for employees who share protected characteristics, for example those with 
disabilities 
It is recognised for those some categories of staff such as teaching staff/ those in manual jobs it will 
likely not be possible to agree to any homeworking, however this does not amount to indirect 
discrimination as it is classed as a proportionate means of achieving a legitimate aim i.e. the contractual 
requirement for those staff to be in attendance during school time.  
 
 Fostering good relations between people who share a protected characteristic and those 

who do not. 
This element of the Duty is more relevant to the Council’s role as a service provider, and there is 
relatively limited direct relevance to this particular Procedure.  

Fairer Scotland Duty - 

 Reducing inequalities of outcome caused by socioeconomic disadvantage 
This Procedure should assist with the retention of staff, and maintaining employment can be extremely 
important for protected groups who have a higher level of poverty. For example, poverty rates are 
higher for households with a disabled adult, and the employment rate for people with a disability is 
significantly lower than the employment rate for people who do not have a disability. Levels of 
socioeconomic disadvantage are also more frequent for other protected groups including lone parents 
who are predominantly female, and Black, Asian or Minority Ethnic (BAME) groups.  Reducing the cost 
of travelling to work should also help with this aim.  Furthermore, when recruiting for employees, if it is 
stated that the role can be home-based, this could allow for more applicants to be able to access these 
roles and gain employment where perhaps before they may have geographically been excluded due to 
travel or even travel costs. 
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To which of the equality groups is the policy relevant? 
Protected 

Characteristic Yes/No* Explanation 

Age 
 
 
 

No  It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of age.  

Disability 
 
 
 

Yes Staff data shows a relatively high “Prefer Not to Say” response in 
relation to disclosure of a disability (39.5%). At a national level, it is 
estimated that 1 in 10 people who are economically active have a 
disability or long term health condition.  
The approach which is outlined includes the Council’s commitment 
to being a caring and supportive employer, which should remove or 
minimise disadvantages. Homeworking is often one adjustment to 
be considered as a reasonable adjustment for this purpose and 
makes clear if a manager cannot accommodate this, this must be 
discussed first with HR.  This demonstrates that the Council is 
paying due regard to meeting the needs of protected groups. 
 

Gender 
Reassignment 
 
 
 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of gender 
reassignment  
 

Marriage and civil 
partnership 

 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds that they are 
married or in a civil partnership.  

Pregnancy and 
Maternity  
 
 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of pregnancy/ 
maternity leave. 

Race No  It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of race. 
 

Religion and Belief  
 
 
 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people on the grounds of religion and 
belief. 
  

Sex 
 
 
 

Yes This procedure opens up homeworking and actively encourages this 
for any staff whose roles allow, which will likely be particularly 
beneficial for females who may work part time/ have caring 
responsibilities.  There are more women than men who are 
employed by the Council (71.3% of staff excluding teachers are 
female compared to 28.7% of men). 
Lone parents are more frequently female and face a higher level of 
poverty, and this Procedure could assist with their retention.  
Homeworking, whether permanent, part of the time or on an ad hoc 
basis could also assist with travel time and work/ life balance and 
allow flexibility, which may particularly support female workers as 
above.  
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The overall commitment to support staff who have family/caring 
commitments which the Council express also demonstrates paying 
due regard to the General Equality Duty as more women than men 
are primarily responsible for arranging childcare, which can 
contribute to the gender pay gap.  
 

Sexual Orientation 
 

No It is submitted that this protected characteristic is not directly 
relevant to this Procedure and it is not anticipated that there could 
be any differential impact on people related to their sexual 
orientation.  

 
* Delete as required 
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What evidence is already available about the needs of relevant groups, and 
where are the gaps in evidence? 
 
The evidence referred to above includes evidence from Scotland’s Census Results, the Equality and 
Human Rights Commission, regional employment patterns, publications on poverty and income 
inequality, the Scottish Health Survey and statistics published by Police Scotland.  
 
In terms of internal evidence, reference has been made to the most recently published staff equality 
data.  
 
With reference to gaps, there is currently no equality data relating to grievances by staff who allege 
that their application for alternative ways of working has not been allowed. There is also a high rate of 
staff who responded “Prefer Not to Say” in relation to whether they have a disability.  

Which equality groups and communities might it be helpful to involve in the development of 
the policy? 
Union engagement has been undertaken in the formation of this policy and procedure.   

Next steps 
In order to better meet the General Equality Duty, the Council will take steps to ensure that this 
Procedure is applied fairly. These steps will include: 

 Encouraging staff to update their sensitive personal information, in order to assist with 
monitoring the impact of this Procedure 

 Raising awareness with managers of the need to act fairly and impartially 
 Monitoring grievance data relating to the implementation of this Procedure 
 Encouraging managers to be mindful of the Council’s commitment to support staff and to take 

into account the needs of protected groups 
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Equality and Fairer Scotland Impact Assessment - Decision  
 
 
Evidence findings 
The evidence shows there are circumstances in which the reason for an application for alterative ways 
of working can be related to protected characteristics, and that the Council’s approach demonstrates 
that it has taken steps to meet the needs of protected groups. The provision of different ways/flexible 
working should also assist with minimising disadvantages faced by protected groups. The overall 
should assist the Council in demonstrating that it has paid due regard to the General Equality Duty. 
The Procedure should support the retention of staff, and mitigate the potential for reduced income, 
which complements the Council’s Fairer Scotland Duty.  
Details of engagement undertaken and feedback received 
This Procedure has been developed in consultation with recognised trade unions as part of its Policy 
Group,  In addition it will be reviewed by Tripartite and thereafter, if agreed, considered by the 
Partnership and Performance Committee for formal adoption.  

Decision/recommendation 
Having considered the potential or actual impacts of this policy, the following decision/ 
recommendation is made: 
 
Tick 
 
 

Option 1: No major change  
The assessment demonstrates that the policy is robust. The evidence shows no potential for 
unlawful discrimination and that all opportunities have been taken to advance equality of 
opportunity and foster good relations, subject to continuing monitoring and review. 

 Option 2: Adjust the policy – this involves taking steps to remove any barriers, to better 
advance equality or to foster good relations. It may be possible to remove or change the aspect 
of the policy that creates any negative or unwanted impact, or to introduce additional measures 
to reduce or mitigate any potential negative impact. 

 Option 3: Continue the policy – this means adopting or continuing with the policy, despite the 
potential for adverse impact. The justification should clearly set out how this decision is 
compatible with the Council’s obligations under the duty. 

 Option 4: Stop and remove the policy – if there are adverse effects that are not justified and 
cannot be mitigated, consideration should be given to stopping the policy altogether. If a policy 
leads to unlawful discrimination it should be removed or changed.  

Justification for decision 
This assessment finds no indication that the Procedure will unlawfully discriminate against protected 
groups, and that a systematic approach has been taken to ensure that the Procedure conscientiously 
takes into account diverse needs and circumstances. Steps to monitor the equality impact have been 
agreed, along with practice to promote fair use.  

APPROVAL 

NAME DESIGNATION DATE 
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