
Flexible working
A complete guide for Small to medium-sized businesses

Whether your business relies on staff working from home regularly,or if you need a plan in 
place for flexible working in the event access to the office is limited - there’s a solution for 
you.
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According to the Office of National Statistics (ONS), the last decade has seen the number 
of UK workers who work remotely rise by a quarter of a million with an estimated 4.2 
million people across a wide-range of sectors working from home in 2015 - that number 
is set to rise, with half the UK workforce expected to be working remotely by 2020.

Reduced office costs

Higher morale

Easier recruitment

Flexible working benefits

Increased staff retention

Research conducted by flexible recruitment agency Timewise, shows the reasons for full-time 
employees currently working remotely include: more control over work/life balance, convenience, 
cuts down on commuting time, allows people to work around health constraints, it helps with 
caring for dependants, it allows more time to enjoy leisure time or complete studies.

The flexible working module won’t work for every business, but for those who are looking to try 
it, it’s important to have the right infrastructure in place to avoid staff frustration and create a 
truly mobile office!

Productivity
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Phone system

Talk anywhere

With hosted VoIP, you can take your handsets anywhere, plug them into an internet connection 
and you’ll have an instant office! You can also be set up to make and receive calls from your 
laptop or computer, or an app on your mobile - great for situations where you can’t plan to 
take your handset. There are also many other features which make hosted VoIP a brilliant choice 
when it comes to flexibility.

Ad hoc conference If you’re on a call and need another team member to join,  you can add them to the 
call easily.

Hunt Groups Efficiently distribute calls across your team. This could be anything from evenly 
attributing calls to the handsets of your admin team, to calls ringing people in 
sequence.

Call Transfer Transfer calls to any internal or external number including mobiles, reducing 
customers’ wait time and ensuring smooth communication.

Call Pick-up You can also answer a group member’s phone. Great if they’ve stepped away from 
their desk to avoid missing customer calls.

Auto Failover With modern internet improving all of the time, failures are becoming more and 
more uncommon. With downtime being costly to businesses though, it’s important 
to have a solution ‘just in case’ a member of staff loses their internet connection. 
You can choose to have phones automatically divert to mobiles in the event of an 
internet failure.

Instant Group Call Effortlessly collaborate with group calls. Call multiple users at once, and when they 
answer they’ll be in the call.

To learn more about VoIP for small-medium businesses, download our FREE guide
www.prodigyitsolutions.com/small-business-guide-to-voip

https://www.prodigyitsolutions.com/small-business-guide-to-voip
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Cloud Hosting
With the use of many different mobile devices including laptops, smartphones, and tablets, using a 
system which syncs calendars and emails across everything which needs it is a must. 

When it comes to the cloud, and different ways staff can effectively work remotely there is a 
number of options and it very much depends on the size of your business, the size and type of 
information that staff need to access - so it’s important that you have this discussion with an IT 
company before any recommendations are made. 

However, if you’re looking to eliminate the need for costly physical servers, PCs, Office software, 
anti-virus, email hosting and backups, then a fully hosted solution could be an excellent solution 
for you.

Fully Hosted/ Cloud

Server in Cloud

User 1 User 2

LONDON

eg Phone

DORSET

eg Laptop

INTERNET

User 3

NEW YORK

eg Desktop

User 1 User 2 User 3

EmailData Software Settings

Each person accesses their desktop over the 
internet, which looks and feels just like a normal 
computer! Being internet-based, it allows users to 
access their desktop from any location with access 
with internet access, as well as easily sharing data 
and software between colleagues in multiple 
locations. 

To learn more about The Cloud for small-medium businesses, download our FREE guide
www.prodigyitsolutions.com/migrating-cloud-download-form

Cloud servers can expand (or contract) to meet the unique demands of your 
business, they require lower maintenance, and there’s no hardware to refresh every 
five years, allowing room in the budget for you to invest in other areas.

https://www.prodigyitsolutions.com/migrating-cloud-download-form
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Keep your equipment safe

Make sure laptops, smartphones and tablet devices are all password protected. If employees are 
dealing with really sensitive data, it might also be worthwhile encrypting devices as well. In the 
event of one getting stolen, it makes it nearly impossible for someone to access the data stored on 
the device without the encryption key.

Learn about the current best practices for password creation >>

Keeping tabs on security

Permissions

With cloud hosting, you are able to set permissions for users. This means that if only two people 
need to access sensitive accounts information, the system can be set up so that only they can 
access it. By limiting the amount of information staff have access to if they don’t need it in order to 
perform their roles, you’re also limiting the potential for data breaches of sensitive information.

Be wary of public WiFi

WiFi offered by hotels, coffee shops, or public transport is unsecure and you use it with the risk of 
your data being intercepted. If you need to send an email whilst out and about, it would be more 
beneficial to use your phone network rather than the unsecured WiFi.

Antivirus, Email Security and Web Security

Servers and office desktops are protected by antivirus, email security and web security but it’s 
worth considering laptops and other devices outside of the office which is where this can slip. 
If staff members are using work laptops, one solution is to get these on a managed hardware 
agreement which means all updates, security patches, and security measures will be controlled 
and managed by your IT company, and staff do not need to be relied upon in order to maintain 
updates.

https://www.prodigyitsolutions.com/blog/updated-password-security-advice
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Maybe you don’t have a need to enable every day flexible working. But what if 
for some reason no-one can make it into the office? 

At the beginning of 2018, the ‘Beast from the East’ saw weather conditions which 
across the UK made many roads incredibly unsafe, if not complately impassable! 
As a company, we have the ability to take our phones home, or in the event of an 
unplanned emergency, our calls can be forwarded to our mobiles. 

We also have laptops set up, so that we can access our work computers from home 
if we need to. It meant that when the snow hit making it impossible for the team to 
access our rural office, our work was completely uninterrupted, and the impact was 
minimal. 

All this takes is a little bit of forward planning, and if you don’t have something in 
place it’s definitely a worthwhile discussion to have with your IT company.

Flexibility in an emergency



Get in touch, and find out about the 
best solutions for getting your business 
mobile! 

www.prodigyitsolutions.com

info@prodigyitsolutions.com

01258 442 888

Everley, Iwerne Stepleton
Dorset
DT11 8PT


