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1. Our Vision 

Teign Housing is committed to a culture of agile working and empowering 

employees to work flexibly and with autonomy. Modern working practices 

alongside advances in our digital capabilities no longer make it necessary for 

staff to be permanently office based. We recognise that an agile and adaptable 

approach to work will encourage improved work-life balance and boost 

motivation, productivity and innovation, as well as promoting better health and 

wellbeing. We expect this agile business model to positively improve service 

delivery for our customers by having the right staff and resources available 

when and where our residents need us most. This policy sets out how  

Teign Housing will facilitate our agile working offer, and how we  

will shift towards a focus on outcomes rather than staff  

being confined to fixed office hours and practices. 
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2. Scope 3. Policy Principles

Agile working is designed to offer employees more 

choice and control over when, where and how they work 

to improve overall wellbeing of both staff and customers, 

in consultation with their line manager. This policy 

applies to all Teign Housing staff both full and part-time 

and covers the following areas: 

Our Workspaces

Homeworking 

Part-time Working 

Job Sharing 

Career Sabbaticals 

Leave Entitlement 

 Time Owing in Lieu (TOIL) 

This policy aims to:

•  Drive a cultural change that embraces flexibility, agility, 

wellbeing and productivity. 

•  Empower and support colleagues to work differently with 

autonomy, in a way that benefits them, our residents and the 

wider organisation.

•  Drive forward our digital agenda.

•  Encourage collaborative working and sharing of resources.

•  Focus on outputs and outcomes over being physically  

present in the office.

•  Be clear, fair and equitable to all staff. 

•  Reflect statutory requirements and champion sector  

best practice. 

•  Be flexible and adaptable to changing needs and requirements. 

•  Maintain the safety and welfare of staff. 
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4. Our Workspaces

•  Our head office, Millwood House, is our primary business hub 

and will remain as the main administrative centre. 

•  The office provides drop-in facilities for short visits including 

meeting rooms and collaboration areas, workstations and 

facilities for printing, scanning and posting. 

•  Workstations and meeting spaces are available to book in 

advance for planned project work and focus time.

•  All workstations will have a supply of antibacterial sanitising 

products and must be left clean after every use. A workstation 

booking policy will be in place.

•  Limited car parking is available at Millwood House. The fair 

parking guidelines must be adhered to and staff will be 

encouraged to use other forms of transport to support  

our Carbon Reduction Strategy, promote health and improve 

the environment.

•  It is no longer a requirement for all staff  

to attend the office on a daily basis. Many tasks  

and responsibilities can be completed remotely or  

from a drop-down zone. These can be found at: 

 • Alberta Court, Teignmouth

 • Lanherne, Dawlish

 • Jubilee Close, Exminster

 • Bidder House, Moretonhampstead

 • Mill Path, Ashburton

 • St Mary’s and Bradley Court, Newton Abbot
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•  Drop-down zones provide accessible workspaces for 

colleagues who are working out in our communities  

and can be booked in advance for quiet sessional work  

in between visits.

•   Millwood House must be used as the ‘administrative 

centre’ from where all journeys commence for the 

calculation of any mileage expense claims.

•   It is acknowledged that a small number of job roles will 

require more regular office-based working by their nature 

and working arrangements. These instances will be 

managed by the line manager for those roles.
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5. Homeworking

•  A blended approach of home and office 

working is actively encouraged under this 

policy, where roles and responsibilities allow.

•  Homeworking is defined under this policy 

as carrying out your usual duties from home 

through prior agreement with your line 

manager, on a regular or ‘ad-hoc’ basis. As 

per employment contracts, the normal place 

of work will remain as Millwood House. 

•  The frequency/number of days per week 

worked from home will differ from person to 

person, so individual circumstances should 

be agreed with the line manager. 
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5.1. Homeworking Considerations 

•  There must be a justification for longer periods of sustained  

or permanent homeworking that demonstrates a benefit  

to the individual, our residents and/or the business. Line 

managers are responsible for regularly assessing the 

homeworking and requests for permanent homeworking  

will need to be discussed with your line manager and  

Head of Service.

•  Homeworking must be balanced against team resourcing 

capabilities and the needs/availability of the team. 

Homeworking must be carefully managed and staffing  

levels monitored.

•  Employees must have a reliable broadband connection 

at home. The IT Team will provide, where necessary, the 

equipment required to facilitate effective homeworking. This 

may include: a laptop, keyboard, mouse, headset, work mobile 

phone etc. Please refer to Teign Housing’s digital profile.

•  As homeworking is ultimately a choice, Teign Housing will not 

reimburse employees for any costs associated with working 

from home. Employees will however benefit from no costs for 

travel to and from the office and the ability to work flexibly to 

improve their work life balance.

•  Employees must be contactable during normal working 

hours by telephone or able to attend Zoom/Microsoft Teams 

meetings, unless under special arrangement from the line 

manager. Office opening hours are 8.30am to 5pm Monday to 

Thursday and Friday from 8.30am to 4.30pm. 

•  Normal sickness reporting procedures remain in place for 

homeworkers. You must contact your line manager or HR 

on the morning of your first sick day. It is unacceptable to 

use homeworking in place of taking a sick day unless the 

circumstances are agreed otherwise by your line manager.

•  Homeworking must not be used to care for a dependant 

(e.g. a child or a sick/elderly relative). Instead, the employee 

must discuss an alternative or more suitable flexible working 

arrangement with their manager.

•  Colleagues must consider data security whilst working from 

home. Data protection is a top priority and still applies to 

homeworking. Please refer to our GDPR and Data Protection 

Policy and Procedure for more information.

•  Staff will be required to bring their IT equipment into the  

office once a year for a PAT test.
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6. Part-time Working 7. Job Sharing 

•  Employees can be contracted to work less than the 

full-time hours for the post on a permanent basis.  

This may be full daily hours over fewer than five 

working days or reduced daily hours.

•  Part-time employees are entitled to the same benefits 

as full-time employees, pro-rata to the number of 

hours they work.

•  Part-time working enables employees to cope 

with their non-work life and encourages a greater 

commitment to the hours they do work, therefore 

retaining employees who might otherwise leave  

to cope with additional responsibilities  

such as childcare.

•  Job sharing enables two people to carry out the work that would 

normally be done by one full-time employee. They voluntarily 

share the responsibilities dividing the pay, holidays and other 

benefits between them according to the hours worked. 

•  Job sharing can enable continuity in the role through periods of 

holiday, sickness and other absences, as well as bringing two 

sets of experiences and skills to the job.



9

8.  Sabbaticals  
and Career Breaks 

9. Gifted Leave  

10. Unpaid Leave  

•  Teign Housing operates a discretionary (non contractual) 

office closure between Christmas and New Year. Gifted 

leave will usually be given to all staff to cover the days that 

have not been designated as a Bank Holiday. 

•  With the agreement of their line manager, staff can request 

up to a maximum of 10 days unpaid holiday each year. Such 

requests will be balanced against the needs of the business. 

•  Sabbaticals and career breaks are defined as unpaid 

absences of an employee to pursue other ambitions 

such as to study, travel, volunteer or to care for a 

sick family member. Staff who have over three years’ 

continuous service are able to apply for a sabbatical/

career break. 

•  Sabbaticals or career breaks should not be longer than 

one year in length, at the end of which the employee 

can return to their previous position (if still available). 

•  More information can be found in the Staff Handbook. 

Employees who wish to apply for a sabbatical/career 

break must put their request in writing to their  

line manager and the HR team.
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11. Compassionate Leave
•  Line managers may grant up to a maximum of five 

working days leave, with full pay, on any one occasion 

for compassionate reasons to support staff during 

difficult times in their personal lives. 

13. Eligibility  

12. Time off in Lieu (TOIL)

•  All employees with at least 26 weeks continuous service have 

a statutory right to request any of the above-mentioned flexible 

working arrangements, excluding sabbaticals or career breaks. 

Teign Housing will consider all requests individually and fairly 

whilst considering the needs of the business.

•  Where it is necessary to work outside of normal working hours, 

TOIL will be given in agreement with the line manager. This will 

be balanced against the needs of the business and should be 

taken within four weeks of the hours worked. 
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14. Submitting a Flexible Working Request 

•  An eligible employee is entitled to submit one flexible working 

request in a 12-month period (an employee is entitled to 

additional requests if they relate to a statutory entitlement,  

for example, the right to request reasonable adjustments).

•  All requests must be made by email or letter and must include:

 • the date of the application

 •  the change that the employee is seeking to make to their 

terms and conditions

	 •	 the	date	the	proposed	change	comes	into	effect

 •  what impact the requested change would have on the 

organisation

 • how, in their view, any such impact could be dealt with

 • whether this is a statutory or non-statutory request

	 •	 	whether	a	previous	application	for	flexible	working	 

has been made

 • the dates of any previous applications.

•  If the employee is making the request in relation to a 

reasonable adjustment relating to a disability, this should be 

made clear in the application.

•  If an application does not contain all the required information, 

the HR department/line manager will explain what additional 

information they need to provide and ask the employee to 

resubmit the request.

•  Upon receiving a written request for flexible working the 

HR department/line manager will usually seek to arrange a 

meeting with the employee to: 

 • discuss the request

	 •	 find	out	more	about	the	proposed	working	arrangements

	 •	 	how	it	could	be	of	benefit	to	both	the	employee	and	

organisation.

•  If a meeting is arranged it will be held within 28 days of the 

organisation receiving the request. This time limit may be 

extended with the agreement of both the employee and the 

HR department/line manager.
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•  The employee will be given advance notice of the time, date 

and place of the meeting. If a face to face meeting is difficult 

to arrange then, if agreed by the employee and the HR 

department/line manager, the meeting may be held over the 

telephone or via Microsoft Teams. 

•  At the meeting the employee may be accompanied by a 

workplace colleague or a trade union representative.

•  If the employee fails to attend a meeting, their application will 

be deemed to have been withdrawn. 

•  Where a request can, without further discussion, be approved 

as stated in the employee’s written application a meeting to 

discuss the request may not be necessary. 

•  Each request will be considered on a case-by-case basis. 

Agreeing to one request will not set a precedent or create the 

right for another employee to be granted a similar change to 

their working pattern.

•  The employee will be informed in writing of the organisation’s 

decision as soon as practicable, but no later than 14 days after 

the meeting. 

•  The request may be granted in full, in part or refused.  

The organisation may propose a modified version of the 

request, may grant the request on a temporary basis,  

or ask the employee to try the flexible working arrangement  

for a trial period. 

•  If the request is agreed, then the employee will be sent 

a confirmation letter which will include details of the new 

arrangements. The employee should contact the HR 

department/line manager within 14 days if they wish to discuss 

the new arrangements further or have any concerns.
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17. Responsibilities 

Manager’s responsibilities:

•  Ensuring a homeworker DSE assessment is completed  

where appropriate. 

• Maintaining regular contact with staff to prevent isolation.

•  Agreeing defined work tasks to be carried out by staff working 

from home. 

•  Establishing performance measures including regular 

Pathway to Success (1:1) meetings.

•  Agreeing individual working arrangements.

•  Arranging regular team meetings to include homeworkers.

•  Respecting the Homeworking Agreement.

•  Identifying homeworking training needs so all parties can 

conduct job roles effectively.

Homeworker’s responsibilities:

• Agreeing working arrangements with their manager.

• Agreeing work/projects to be completed.

•  Being available and contactable at the times agreed  

with the manager.

• Being responsible for their own health and safety at home.

• Attending the office when required.

•  Using the Lone Working Policy and Procedures when 

conducting home visits.

•  Ensuring a homeworker DSE assessment is completed.
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18. Health, Safety and Wellbeing 

•   Your health, safety and wellbeing is of utmost importance  

at all times whether this is working from the office, at one  

of our hubs, at home or another location. You should make 

sure you are aware and comply with the Lone Working Policy 

and Procedure.

•   Homeworkers continue to be covered by Teign Housing’s 

Health and Safety Policy.

•   Failure to address environmental or Health and Safety 

concerns may render the employee and Teign Housing liable 

to prosecution. Homeworking employees must accept that 

they have a responsibility for their own health, safety and 

welfare whilst doing so, including the reporting of any work-

related incident/accident to their line manager and the Health 

and Safety Manager.

•   The Health and Safety Manager will request the homeworker 

DSE assessment is carried out to determine whether the 

employee’s home is suitable for the work to be undertaken. 

In addition, the Health and Safety Advisor should instruct 

the homeworker to carry out a Display Screen Equipment 

(DSE) Assessment. Any recommendations contained within 

the homeworker DSE report should be in place before 

homeworking can be agreed.

•   Homeworking employees should not release their home 

address and telephone number to customers or arrange 

meetings with them at their home. Homeworking employees 

should use Microsoft Teams for all work related calls.



19.  Monitoring  
and Review

The Human Resources Team will:

•  Carry out regular checks to ensure that all employees of  

Teign Housing are complying with this policy.

•  Review the effectiveness of this policy on an annual basis.
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