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 Preface 
 
Accommodation is a major resource in its own right whilst at the same time playing a 
pivotal role in the delivery of front line services and in the way in which the Council is 
perceived by its customers. The latter point should not be underestimated and has 
long been appreciated by the private and commercial sector. 
 
The Council currently has around 8200 square metre of office space, as well as 
other associated service delivery buildings.  Such a significant resource should be 
utilised as efficiently and effectively as possible to support front line service delivery 
and enable public accessibility to services. 
 
In developing an Office Accommodation Strategy that will stand the test of time, 
however, these basic requirements must be set alongside the need to ensure that 
the Council can offer an attractive working environment that assists with staff 
recruitment and retention over time, particularly in an increasingly competitive 
employment market. The Strategy therefore needs to embrace the changing world of 
work and to provide the framework for flexible working practices including home 
working, ‘tele-working’ and the concept of the mobile office, supported as 
appropriate by the evolving ICT infrastructure. 
 
Clearly, the Office Accommodation Strategy can not exist in isolation of other key 
Council policies and strategies for service delivery and staff and infrastructure 
development. In particular, the HR policy framework and ICT Strategy must be 
adapted and developed to complement it. The relevant considerations are referred to 
further in the following sections.     
 
This strategy has not dealt with problems in the existing Limehurst Depot, as current 
plans foresee the replacement of this facility with a new facility in Mountsorrel which 
will be accommodate the relevant proposals within this document.  Should this 
project be delayed significantly, there are urgent accommodation issues I the 
Limehurst Depot which will need to be addressed. 
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Overview 
 
Cost effective accommodation needs to be provided for Council staff and is an 
important factor in the success of the council. However, cost effective 
accommodation is not the same as cheap accommodation.  Attracting and retaining 
good quality staff, who are able to carry out effective work in a suitable, but efficiently 
run, environment is a key aim.  Whilst significant sums can be saved through cost 
efficient office provision, the cost of losing staff whether by leaving prematurely or 
through illness and stress, can be much higher. There is therefore a clearly 
recognised link between office accommodation and wider human resource issues. 
 
The other major dimension of office accommodation is information, more specifically 
Information and Communication Technology (ICT).  These three factors - 
accommodation, human resource and ICT - make up the “top three” interlinked 
matters that have to be managed and reconciled to deliver an effective 
accommodation strategy. 
 
The ICT issue is critical in that it should enable easier access to information for staff, 
thereby making service delivery more responsive and effective. In addition, through 
the use of electronic document storage, ICT can free up significant office space for 
other purposes and contribute towards more efficient use of available space.  Where 
home or peripatetic (travelling / roving) working is involved ICT provides the principal 
solution to information availability and staff remaining in contact. It is therefore 
essential that the Council’s ICT Strategy both recognises and provides the resources 
to underpin this approach.  
 
It is self evident that inappropriate accommodation can lead to many problems.  
These include potential contravention of statutory obligations, such as health and 
safety requirements, and financial issues, such as being expensive to run or 
requiring excessive maintenance.  For staff, the environment may be too hot in 
summer and cold in winter, with issues such as “sick building syndrome” and 
absenteeism becoming apparent. A smoke free working environment is an integral 
part of the accommodation strategy and the Council’s commitment to provide a safe 
and healthy working environment for its employees.  
 
Environmental considerations are also, rightly, much more important than before.  
The cost in the earth’s resources - energy, water and materials for buildings - means 
that conservation and sustainability issues must be given due weight. Given all these 
factors, which will inevitably conflict to some degree, a viable solution that will stand 
the test of time must be agreed.  In particular adequate facilities to encourage 
recycling and waste management need to be included as part of the detailed 
planning of work areas. 
 
Finally inclusiveness are factors to be considered in the design of accommodation.  
Compliance with the Disability Discrimination Act is assumed throughout this 
document, but the detail on achieving this compliance is dealt with separately.  
Similarly issues concerning staff car parking, although closely connected to 
accommodation issues, are dealt with separately as part of the Staff Travel Plan and  
other practical issues such as working alongside  public and private sector partners, 
which in themselves raise many questions, are outside the scope of this initial 
document 
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In summary, the ongoing provision and effective management of appropriate 
accommodation is recognised as a key strategic resource issue such that: 
 

• Accommodation must be effective and fit for purpose. 
• The Council will benefit through the positive effect on staff of providing 

appropriate accommodation. 
• The adverse impact of inappropriate and poor accommodation will be 

avoided. 
• The “top three” issues - accommodation, human resources and information 

technology - are interlinked and will be considered together to implement a 
successful people-centred workspace strategy. 

Key Considerations 
 
General 
 
The link between central office accommodation and satellite units / service buildings 
must be considered on a strategic level.  The release of potentially surplus property 
and the return of staff to a more effective and efficient ‘joined up’ central core is a 
key consideration and will be implemented wherever possible. At the same time, it 
may be appropriate to consider alternative location options for back office staff 
where this might be achieved without detriment to service delivery. 
 
In particular, the circumstances of the leasehold of Macaulay House, potential other 
development possibilities for that property in the town centre, and the requirements 
for investment in the building, make it likely that the Council will cease to operate 
from that site at the earliest opportunity, or provide customer contact by November. 
 
Space Requirements 
 
All organisations must maintain a continuous review of their space requirements in 
response to and in anticipation of changing business and service requirements over 
time. Traditionally, space has been provided on a one person per desk basis but the 
need to embrace more flexible working practices and the opportunities presented by 
new technology undermine this basic assumption. The accommodation strategy 
therefore needs to reflect and provide the future framework for such as home 
working, job sharing, and hot desking. The latter term also covers arrangements 
such as ‘hotelling’ and ‘touch down’ facilities which reflect situations where staff 
access to an office workstation may be sporadic and/or relatively short-term. 
 
Home working as a key means of carrying out many types of work has now reached 
a point where it can form the basis of the working week for many people in 
appropriate situations.  At this level it is also known as teleworking, or 
telecommuting, reflecting the increasingly crucial role played by ICT in facilitating the 
arrangement. Whatever the label to be applied, it is essential that clear employment 
policies and guiding principles are established in support of the employer’s objectives 
and that these are clearly communicated to managers and staff. 
 
To make effective use of space and facilitate team working, accommodation will be 
based on open plan and team offices, and individual offices will be used only in 
special cases. It is also essential to ensure that other required and shared spaces 
are used to maximum effect. These include break out and discussion areas, 
committee / meeting rooms and lobby / reception spaces. 
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Staff and Member Facilities 
 
A key part of the overall space consideration must be to ensure that staff and elected 
members have adequate and appropriate facilities. In relation to members, there is a 
need to ensure adequate confidential retiring and political group facilities together 
with refreshment facilities in the formal and informal areas. For staff, there is a need 
to provide adequate facilities for preparation and consumption of hot and cold 
refreshments away from the immediate office environment. Essentially, there should 
be no difference in the standard of provision for different groups of staff across the 
office campus. Typically, a staff facility of this kind would provide, as a minimum, hot 
and cold running water, boiling water, microwave cooker, refrigerator, storage 
facilities, tables and comfortable seating and would be an improvement on current 
provision for most staff. This provision already exists in the ICS office block.  
 
This facility would not require the continuation of the service currently provided by 
‘tea ladies’, a service that is not in any case provided to all Council staff, although 
there would remain a residual requirement to ensure that the committee rooms were 
adequately serviced. Redeployment opportunities would be sought for any affected 
members of staff.  
 
It is suggested that the next phase of remodelling of the reception areas at 
Southfield could provide an early opportunity to provide this facility, possibly on the 
first floor. It would also be appropriate to retain the basic kitchen facilities currently 
provided at various Southfield locations. 
 
Document Retention and Storage 
 
Standards need to be considered and established for document retention and 
storage in order to minimise the demand on primary office accommodation. The 
development of ICT-based archiving and access facilities across the Council is 
already well established but there is significant further scope for electronic storage of 
key historic documentation. In some cases, this may need to be complemented by 
retention of specified prime documents for agreed periods in secure and/or 
accessible locations and it will be for service heads to consider and justify their 
requirements. For current documents, it will be necessary to establish a standard for 
transfer to electronic storage, accepting that a ‘one size fits all’ approach will not be 
appropriate.  The presumption will be, however, that live documentation will be held 
electronically and other documents that are required to be retained will move to off 
site storage unless a case can be made to the contrary.  Investment in recording 
little used documentation may prove cost effective in releasing space and 
streamlining administrative procedures.  
   
Access to Council Services 
 
In considering the centralisation of office accommodation, the provision and form of 
the front service desk facility is clearly important. Significant progress has already 
been made with investment in the key customer interface at Southfield (both front 
desk and call centre) but the opportunity to provide a fully integrated ‘one stop shop’ 
must be further pursued and developed. All service heads must consider what 
further opportunities exist to simplify and enable customer access to Council 
services via these means.  
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Facilities Management 
 
A number of matters fall under this heading and will need to be accorded due weight 
in the development of the accommodation strategy. These include: 
 - health & safety/risk management 
 - energy efficiency/sustainability 
 - cleaning and caretaking standards 
 - security of staff, data and premises 
 - car parking and related DDA requirements 
 - green travel 
 - refreshments in committee rooms 
 - access to and management of photocopiers and printers 
 

Action 
In order to further develop and begin to implement the strategy for future office 
accommodation across the Council, it is proposed that a working standard of 7 
square metres per desk space is used for planning and allocation purposes, this 
allowance to include current data storage requirements. To make effective use of 
space the presumption will be against the provision of individual offices. Each service 
head should determine their service requirements having regard to the 
considerations outlined above. Any increase over and above the standard allocation 
will need to be the subject of specific justification having regard to, for example, 
unique storage requirements (but noting the need to move to electronic storage), 
confidentiality issues and anticipated additional future functions or new staffing 
needs. An initial ‘loose fit’ exercise indicates that this will provide sufficient space to 
relocate all McCauley House staff to the Southfield campus. 
 
There is also an opportunity to move towards open plan office configurations and, 
indeed, an expectation that this will be more appropriate in the future in order to 
facilitate more effective communication between related groups of staff and to 
improve service delivery. A beneficial side effect will be a reduction over time in the 
number of printers and photocopiers and the potential to reduce costs through 
standardisation and more effective procurement. 
   
To give effect to this and enable rapid progress, all service heads, in preparing their 
Service Delivery Plans in 2004/5, will be required to determine their overall space 
requirements in consultation with their staff. These plans will be discussed with the 
CXT during the SDP review process in November. 
 
The process should be structured as follows: 
1. Determine basic accommodation requirement having regard to space standard 

and taking into account 
- numbers of staff and functions 
- likely additional staff (and functions if applicable) 
- future longer term trends on functions and staff 
- potential for more open plan office configuration to optimise space usage and 

improve communication 
2. Identify potential for flexible workplace design including 

- home working 
- short stop workplaces (such as touch down centres) 
- mobile office and roaming work requirements 

3. Identify any special service needs including 
- dedicated meeting space and interface areas 
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- facilities for cash handling or other security needs 
- confidential interview areas 

4. Identify specific storage requirements paying attention to 
- electronic alternatives 
- need to archive paper records and subsequent access issues 
- security requirements 

5. Identify any specific ICT support needs taking into account issues such as 
- data archiving and access 
- homeworking (including software licences for home workers) 
- mobile office possibilities 
- e-government 

6. Identify further scope for transfer of direct customer interface to Customer 
Services/Call Centre staff 

 
Property Services will be responsible for taking into account the following on a 
corporate basis: 

- physical access to buildings and staff security 
- compliance with DDA requirements by October 2004 
- opening hours 
- car parking including disabled facilities 
- green travel issues 
- health and safety issues 
- energy efficiency and sustainability 
- rebalancing of lighting and heating following moves 
- staff refreshment and kitchen facilities 
- facilities for elected member 
- adequate meeting/conference facilities, and a review of the number, usage 

location and booking arrangements for all generally available meeting room 
facilities, including committee rooms. 

 
Information & Communications Services will be responsible for taking into account 
the following on a corporate basis: 

- telecommunications 
- computer network infrastructure, including wireless networking 
- printers 
- photocopying facilities 
- reception facilities (through the Customer Service Centre) 

 
This information will be consolidated by the end of January to provide a detailed 
programme of alterations and plan of action.  
 
Moves currently in progress or for which the planning has been/is being actively 
undertaken will continue through to completion. This includes the relocation of Legal 
Services to Southfield, relocation of some Recreational Services staff to the depot 
and relocation of some groups of staff within the Southfield site including the GIS 
team to the ICS building.  
 
No further ad hoc proposals for office relocation will be considered outside the scope 
of the overall Office Relocation Strategy other than moves designed to move staff 
from Macaulay House to the Southfields Campus, or co-locate staff within service 
groups following reorganisation.  
 
Consultation on this strategy will close on 20th August and responses considered 
prior to submitting a report to Cabinet on 2 September.  After Cabinet a full Project 
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Initiation Document (PID) will be drawn up, including a timetable, and made available 
on Public Folders.  The Project Manager for this project is Dave Murfin, and the 
Project Board consists of Geoff Parker, Cllr Ken Anthony and Brian Hayes.  The PID, 
including details of the first phase of moves mentioned in the previous two 
paragraphs, will be published by the end of September. 
 

Key Issues, Drivers and Potential Difficulties 
 
Set out below is a range of issues grouped under headings that help to illustrate the 
diverse implications and impact of establishing an Office Accommodation Strategy.   
 
Drivers / Potential Benefits  Difficulties / Potential Challenges  
Aid service and business planning  Entrenched managerial approach 
Aid equal opportunities  Staff reluctance 
Aid green transport planning  ICT incompatibility 
Improve work / life balance  Lack of agreed policy 
Develop/implement e-government   
Improved sustainability  Lack of trust 
Reduce sickness absence  Lack of resources to finance 

improvements 
Best Value Performance support  Lack of management commitment 
Helping local partnership working  Inflexible employment contracts 
Reduce stress  Inflexible buildings/lease arrangements 
Recruitment & Retention  Continued protection of Information / 

Infrastructure 
Improve health and safety   
Local Agenda 21 benefits  Overcoming obstacles 
Effective asset management planning  Establish multi-disciplinary team and 

clarify accountabilities 
Effective capital and revenue planning  Effective project planning 
Support public service agreements  Comprehensive data collection/analysis 
  Identify and analyse work patterns 
Identifying & improving performance  Learn from existing good practice 
Sickness and absence improvements  Identify key service requirements and 

outputs 
Increase equality of employment  Align with corporate goals 
Reduce journey / travelling  Integrate with other key strategies 
Reduce stress  Secure Member / political support 
Increase access to information via ICT  Ensure managerial and staff support 
Reduce energy consumption  Communicate effectively 
Increase productivity  Establish clear business case 
Improve turnaround in work   
Increase work outputs   
Reduce training and induction costs   
Property revenue savings   
Capital receipts from property disposals   
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