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Hybrid Working Policy
1. [bookmark: a614172][bookmark: _Toc256000000]About This Policy
1.1 [bookmark: a154315]As part of our commitment to flexible working, we support hybrid working arrangements.
1.2 [bookmark: a653546]This policy aims to ensure that those working under a hybrid working arrangement are treated equally to workers based in the workplace and that hybrid working is carried out safely and in accordance with our polices and current legislation. It sets out the conditions on which hybrid working will be allowed and the terms that apply to all hybrid workers. If you are allowed to work under a hybrid working arrangement, you must comply with this policy.
1.3 [bookmark: a399909]Any reference to "workplace" in this policy is a reference to the place of work as specified in your contract of employment or, where not specified, your usual place of work when you attend our premises. 
1.4 [bookmark: a696129][This policy has been [agreed OR implemented following consultation] with the [trade union] OR [works council] OR [staff association].]
1.5 [bookmark: a475866]This policy does not form part of any employee's contract of employment and we may amend it at any time.
2. [bookmark: a174646][bookmark: _Toc256000001]Who Does This Policy Apply To?
[bookmark: a383800]This policy applies to all employees[, officers, consultants, self-employed contractors, casual workers, agency workers, volunteers and interns] [who have successfully completed any applicable probationary period].
3. [bookmark: a826383][bookmark: _Toc256000002]Who Is Responsible for This Policy?
3.1 [bookmark: a820816][Our board of directors (the board) OR [committee] OR [position]] has overall responsibility for the effective operation of this policy. [the board OR [committee] OR [position]] has delegated responsibility for overseeing its implementation to [the head of the HR department OR [position]]. Questions about the content of this policy or suggestions for change should be reported to [the head of the HR department OR [position]].
3.2 [bookmark: a885863]Any questions you may have about the day-to-day application of this policy should be referred to [your line manager OR the HR Department] in the first instance.
3.3 [bookmark: a573189]This policy is reviewed annually by [the head of the HR department OR [position]] [in consultation with [name of union] OR [works council] OR [staff association]].
4. [bookmark: a786078][bookmark: _Toc256000003]Hybrid Working Arrangements
4.1 [bookmark: a858542]A hybrid working arrangement is an informal flexible working arrangement which allows you to split your working time between the workplace and an agreed remote working location, such as your home. 
[bookmark: a360943]Hybrid working arrangements will differ depending on the nature of your role, duties and responsibilities and so are discretionary and subject to agreement [in writing] with [your line manager OR the HR Department].
[bookmark: a242612]Any hybrid working arrangement is subject to you spending a minimum of [proportion] of your work time working from your workplace. Your remaining working time may be worked from your workplace or your remote working location, as agreed [in writing] with [your line manager OR the HR Department].
[bookmark: a912916]The days and times worked from your workplace and your agreed remote working location are subject to agreement with [your line manager OR the HR Department] and may vary to accommodate the needs of our business.
[bookmark: a697583][All hybrid working arrangements will be subject to a trial period of [number] months. We may, at our discretion, extend this period for up to a further [number] months. During the trial period the hybrid working arrangements will be monitored. At the end of the trial period you will be informed [in writing] if the hybrid working arrangements are considered appropriate to be continued.]
[bookmark: a505626]It is recognised that any agreed hybrid working arrangement is subject to the requirement for you to attend the workplace on our reasonable request to accommodate the needs of our business, such as to attend training or meetings. 
[bookmark: a271965]All hybrid working arrangements are subject to ongoing review and may be modified for reasons including a change in business needs or performance concerns.
4.2 [bookmark: a406554]If you have a flexible working arrangement that has been approved under a flexible working request, then it may not be possible for you to also work under a hybrid working arrangement.
4.3 [bookmark: a526526]Hybrid working arrangements agreed in accordance with this policy are discretionary and may be terminated in accordance with paragraph 12. If you want to permanently vary your contractual working arrangements so that you work from a remote working location for all or part of your working week, you will need to make a flexible working request [in accordance with our flexible working policy]. 
5. [bookmark: a103651][bookmark: _Toc256000004]Conditions Necessary for Hybrid Working
5.1 [bookmark: a181452]Not all roles and not all jobs are suitable for hybrid working. A hybrid working arrangement is unlikely to be agreed if:
(a) [bookmark: a947507]you need to be present in the workplace to perform your job, for example, because it involves a high degree of personal interaction with colleagues or third parties or involves equipment that is only available in the workplace;
(b) [bookmark: a723488]your most recent appraisal identifies any aspect of your performance as unsatisfactory;
(c) [bookmark: a112210]your line manager has advised you that your current standard of work or work production is unsatisfactory;
(d) [bookmark: a624055]you have an unexpired warning, whether relating to conduct or performance; or
(e) [bookmark: a901315]you need training and/or supervision to deliver an acceptable quality or quantity of work.
5.2 [bookmark: a745805]If you are working under a hybrid working arrangement you agree to:
(a) [bookmark: a219776]have a suitable working environment at your remote working location that enables you to carry out your role effectively;
[bookmark: a870751]continue to work the hours required by your contract of employment;
(b) [bookmark: a742255]work independently, motivate yourself and use your own initiative;
(c) [bookmark: a396861]manage your workload effectively and complete work to set deadlines;
(d) [bookmark: a542085]identify and resolve any new pressures created by working from a remote working location;
(e) [bookmark: a432615]adapt to new working practices, including maintaining contact with your line manager and colleagues at work;
(f) [bookmark: a986771]exercise flexibility to make changes on our reasonable request to the hybrid working arrangement, including to the days, times and location from which you work (as between your workplace and your agreed remote working location), to meet the needs of our business;
(g) [bookmark: a339613]determine any resulting tax implications for yourself;
(h) [bookmark: a678522]make arrangements for the care of any children or other dependants when you are working from your remote working location; and
(i) [bookmark: a886627]finance any travel and/or related expenses incurred when travelling to and from your remote working location and your workplace.
6. [bookmark: a895866][bookmark: _Toc256000005]Location
[bookmark: a908934]Your primary remote working location should be agreed with your [line manager OR the HR Department] in advance [and is subject to their written approval].
6.1 [bookmark: a398997]Your primary remote working location must be within commuting distance of and within the same country as your workplace unless written approval has been provided by the HR Department.
6.2 [bookmark: a680741]If you wish to work from a different remote working location at any time during your hybrid working arrangement, this will need to be agreed with [your line manager OR the HR Department] in advance [and is subject to their written approval]. 
6.3 [bookmark: a905157]If you wish to work from a remote working location abroad at any time during your hybrid working arrangement, this will require separate approval from the HR Department and there is no guarantee that this will be possible. Working remotely from a location abroad is not subject to this policy due to different compliance and legislative requirements. 
6.4 [bookmark: a192605]If we do agree to you working from a different remote working location at any time during your hybrid working arrangement, this will be subject to our right to require you to return to your primary remote working location on [period] notice.
7. [bookmark: a902177][bookmark: _Toc256000006]Management, Training and Workplace Attendance
7.1 [bookmark: a516513]Your line manager will remain responsible for supervising and assessing you in the same way as staff based in the workplace and will agree the best way to appraise your performance and provide ongoing supervision in a remote way. Your line manager will regularly review your hybrid working arrangements and take steps to address any perceived problems. They will ensure that you are kept up to date with any changes to the workplace or information relevant to your work.
7.2 [bookmark: a982972]You will be subject to the same performance measures, processes and objectives that would apply if you worked permanently in the workplace. 
7.3 [bookmark: a377428]If you receive an unsatisfactory grade in [an appraisal OR a review] or are subject to a [verbal or written] warning for any reason, your hybrid working arrangements may be terminated immediately and you will be expected to return to work in the workplace.
7.4 [bookmark: a845161]You will be provided with the same opportunities for training, development and promotion as provided to staff based permanently in the workplace. If your hybrid working arrangement will impact on your ability to apply for certain roles, your line manager will discuss this with you to ensure that you are not denied any opportunity unfairly.
7.5 [bookmark: a268965]You agree to attend the workplace or other reasonable location for meetings, training courses or other events which we expect you to attend.
7.6 [bookmark: a348860]You understand that when you do attend the workplace, you [may OR will] have to hot desk or share a desk with someone else.
8. [bookmark: a818150][bookmark: _Toc256000007]Health and Safety
8.1 [bookmark: a262361]When working from your remote working location you have the same health and safety duties as other staff. You must take reasonable care of your own health and safety and that of anyone else who might be affected by your actions and omissions. You must attend our usual health and safety courses, read [[manuals] OR the health and safety policy] and undertake to use equipment safely.
8.2 [bookmark: a703701]To identify any potential health and safety hazards at your remote working location and take appropriate steps to minimise risk, we retain the right to carry out a health and safety risk assessment [remotely OR by arranging a home visit] before or shortly after you begin hybrid working. We will contact you to arrange completion of the risk assessment. The need for such inspections will depend on the circumstances, including the nature of the work undertaken.
8.3 [bookmark: a485409]You must not have meetings in your remote working location with customers and must not give customers the address or telephone number of your remote working location.
8.4 [bookmark: a740951]You must ensure that your working patterns and levels of work when working from your remote working location are not detrimental to your health and wellbeing. If you have concerns about your health or wellbeing arising as a result of your workload or working pattern, you should inform your line manager without delay so that we can discuss measures to deal with this.
8.5 [bookmark: a783873]You must use your knowledge, experience and training to identify and report any health and safety concerns to [your line manager OR the Principal Health and Safety Officer].
9. [bookmark: a287816][bookmark: _Toc256000008]Equipment and Suitable Workspace
9.1 [bookmark: a604814][We will provide equipment that we consider you reasonably require to work from your remote working location. We will make all necessary arrangements for and bear the cost of installing, maintaining, repairing or replacing (where necessary) and removing equipment from your remote working location. Where equipment is provided, it remains our property and you must:
(a) [bookmark: a803139]ensure it is only used by you and only for the purposes for which we have provided it;
(b) [bookmark: a819081]take reasonable care of it and use it only in accordance with any operating instructions and our policies and procedures; and
(c) [bookmark: a575937]make it available for collection by us or on our behalf when requested to do so.
OR
It is your responsibility to ensure that you have sufficient and appropriate equipment for working from your remote working location. We are not responsible for the provision, maintenance, replacement, or repair in the event of loss or damage to any personal equipment used by you when working for us.]
9.2 [bookmark: a139159][To arrange installation or service of any equipment that we provide, you should contact [the IT department OR [details]] which can guide you through the process remotely. If this is not possible, we may need to arrange a visit to your remote working location and will contact you to arrange this where necessary.] 
9.3 [bookmark: a427681][When travelling between your remote working location and your workplace you agree to keep equipment provided by us secure at all times.]
9.4 [bookmark: a274516][On termination of your hybrid working arrangement or on termination of your employment you will return all equipment provided by us. Where necessary, we may need to arrange a visit to your remote working location to reclaim equipment and will contact you to make the appropriate arrangements.]
9.5 [bookmark: a279694]It is your responsibility to ensure that you have a suitable workspace at your remote working location with adequate lighting for working.
9.6 [bookmark: a747980]If you have a disability you should inform us if you require any special equipment to work from your remote working location comfortably. [We will bear the reasonable cost (or reimburse you for the reasonable cost) of providing any special equipment or making any necessary adjustments to your remote working location to enable you to work from there.]
9.7 [bookmark: a297840]We are not responsible for the associated costs of you working from your remote working location, including the costs of heating, lighting, electricity, broadband internet access, mobile or telephone line rental or calls.
10. [bookmark: a449641][bookmark: _Toc256000009]Insurance Requirements
[bookmark: a751366][You OR We] shall be responsible for taking out and maintaining a valid policy of insurance covering any equipment we provide against fire, theft, loss and damage throughout your employment. [You shall ensure that the level of cover and other terms of insurance are acceptable to us and shall on request supply to us copies of such insurance policy and evidence that the relevant premiums have been paid.] [You shall not do, cause or permit any act or omission which will invalidate the insurance policy.]
[bookmark: a705256]We are not liable for any loss, injury or damage that may be caused from any equipment that is not provided by us but required by you to work from your remote working location. 
[bookmark: a899284]If your remote working location is your home address, you are responsible for ensuring that working from home will not potentially invalidate the terms of your home insurance. You should ensure that you check your home insurance policy before commencing hybrid working and inform your home and contents insurance provider of your working arrangements as required. 
[bookmark: a906818]If your remote working location is your home address, you should check the terms of your mortgage, lease or rental agreement before commencing working from home to ensure this does not breach any of the terms. It is your responsibility to inform your bank, mortgage provider or landlord that you are working from your home address and seek any necessary approval before commencing hybrid working. 
[bookmark: a775245]When you are working from your remote working location you are covered by our [employer's liability OR accident] insurance policy. Any accidents must be reported immediately to [your line manager OR [name]] [in accordance with our health and safety policy].
11. [bookmark: a269366][bookmark: _Toc256000010]Data Security and Confidentiality
11.1 [bookmark: a323962]Your line manager must be satisfied that all reasonable precautions are being taken to maintain confidentiality of material in accordance with our requirements.
11.2 [bookmark: a533808]You are responsible for ensuring the security of confidential information in your remote working location and when travelling to and from your workplace. [You must not use your personal computer equipment for storing any confidential information.] 
11.3 [bookmark: a594014]When working from your remote working location you undertake to:
(a) [bookmark: a592868]change your password each [month] and comply with our instructions relating to password security;
(b) [bookmark: a583754]use our designated [VPN OR multi-factor authentication];
[bookmark: a176050][install current antivirus and malware protection on any personal device or computer used for work;]
(c) [bookmark: a311046]comply with our instructions relating to software security and to implement all updates to equipment as soon as you are requested to do so;
[bookmark: a290820][[encrypt and] protect by password any confidential information held on any personal device or computer;]
[bookmark: a397095][keep work data and personal data separate on any personal devices used for work purposes;]
[bookmark: a603805]send work-related emails and messages through our designated communication facilities;
[bookmark: a968483]share data only through our designated [secure messaging application OR online document sharing system];
[bookmark: a846662]make all work-related calls through our designated video-conferencing software;
[bookmark: a440256]maintain a private space for confidential work calls;
[bookmark: a897808]ensure that any display screen equipment is positioned so that only you can see it or a privacy screen is used;
(d) [bookmark: a439830]lock your computer terminal whenever it is left unattended;
(e) [bookmark: a860370]ensure no one else in your remote working location has access to confidential information stored on your [personal] computer or other devices;
(f) [bookmark: a963893]ensure any wireless network used is secure;
[bookmark: a702255]change your wireless network passwords each [month] and ensure that your wireless network router has software security updates applied;
(g) [bookmark: a973936]keep all papers [containing confidential information] in filing cabinets that are locked when not in use, and ensure that no one else in your remote working location has access to such papers; and
(h) [bookmark: a263848]shred or otherwise dispose securely of confidential information when it is no longer required and at all times comply with our instructions on document retention.
11.4 [bookmark: a798781]To comply with data protection obligations, you will only store or process company data or personal data on equipment which has been provided by or authorised by us.
11.5 [bookmark: a464422]To comply with data protection legislation, we retain the right to conduct a data protection impact assessment (DPIA) to assess the risks involved with data processing in your remote working location. Where this is necessary, we will contact you to arrange the DPIA.
11.6 [bookmark: a192122]You confirm that you have read and understood our [privacy standard OR data protection policy] [IT and communications policy] [bring your own device to work policy (BYOD)] [data retention guidelines] [[other policies] from time to time in force regarding the retention of personal data, electronic communications and data security and that you will regularly keep yourself informed of the most current version of these policies. You will also attend any training on data protection and confidentiality whether online or in person when requested to do so. 
11.7 [bookmark: a994081]If you discover or suspect that there has been a data breach or an incident involving the security of information relating to us, our clients, customers or anyone working with or for us, you must report it immediately to your line manager.
12. [bookmark: a604108][bookmark: _Toc256000011]Termination of Hybrid Working Arrangement
12.1 [bookmark: a642750]We reserve the right to terminate the hybrid working arrangement, for example, due to a change in business needs, performance concerns or if your role changes such that hybrid working is no longer suitable, subject to [period] notice. 
12.2 [bookmark: a107949]If you want to terminate your hybrid working arrangement, you must give [your line manager OR the HR Department] [one month's notice OR [period]] to allow us to arrange a desk space for you in the workplace and collect any equipment that is no longer required.
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