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Introduction
1. This policy sets out the approach of [name of organisation] to hybrid working, which allows employees to split their time between attending the office/other locations and working remotely. Hybrid working is an important element of our commitment to supporting a positive work-life balance for our employees.

Scope
2. This policy applies to all employees of [xxxx]. 

3. Hybrid working is available for the majority of employee roles within [xxxx] however this is subject to agreement with their line manager and dependent on the responsibilities of their role. Any arrangements that are agreed under this policy are not contractual changes. [delete if not applicable]

Split between attending work and working remotely – please replace 50% with appropriate split as required
Expected level of attendance at the office/other locations
4. Colleagues are able to work remotely for up to 50% of their contracted working time. This will be considered over monthly blocks and will be agreed with an employee’s manager. It will be subject to business need and meeting expected performance standards. There is the ability to vary days in the office/other locations versus remotely, with the expectation that this flexibility works both ways. This means that there will be occasions where employees will have to be in the office more than 50% of the time if there is a good business reason. 

5. A hybrid model does not necessarily prescribe certain office or home days and gives flexibility. However, where routine weekly patterns would generally be helpful, this can be taken into account when monthly arrangements are agreed with line managers. 

6. The number of days per week each employee spends attending the office compared with working remotely will vary, depending on:
· their individual circumstances;
· the nature of their role;
· what is happening within their role and team at any particular time; and
· the needs of the organisation.



Our organisation’s need to be flexible
7. Given the degree of flexibility that our hybrid working arrangements provide, we expect our employees to be flexible. Hybrid working is subject to business need and arrangements can be amended subject to organisational requirements at short notice.

8. Employees may be required to attend work on particular days at the request of their line manager, for example for in-person training and for meetings that are best conducted in person. In such cases, the employee will be given as much notice as possible.

New employees
9. During the first few weeks of induction for a new employee, it may be necessary for the employee to work from the office more than 50% of their working time to ensure adequate induction. This will be arranged with the line manager.

Performance
10. Agreement to working remotely is contingent on expected performance and conduct standards being met. Where these are not met and further support or coaching is needed then we may ask people to be in the office more in order for this to more easily be given.

Connection and collaboration
11. Everyone who wishes to work in a hybrid manner is expected to make an effort to connect and collaborate with colleagues both in person and digitally. It is important that those working remotely do not see this as an opportunity to disappear. Whilst there will be occasions where blocks of uninterrupted time are needed, this should not be the default for all remote working time.

Arrangements while attending the office
Working hours
12. For days on which an employee attends the office, their normal hours of work are set out in their contract of employment. We operate core working hours where we expect everyone to be contactable and available whether they are in the office or working remotely. These are 10-12 and 2-3.30. [delete if not applicable] 


Arrangements while working remotely
Working hours
13. While working remotely, employees must be available and working during their normal hours of work, as set out in their contract of employment. The core working hours outlined above apply to remote work as well as when in the office.

14. Employees must be as clear as possible with their line manager about their hours of work for days on which they are working remotely. Making use of tools such as shared calendars and out-of-office messaging can help colleagues to be aware of their availability on these days. The flexitime policy applies as normal.

Data protection
15. Employees who are working remotely are responsible for keeping information associated with our organisation secure at all times. Specifically, remote workers are under a duty to:
· practise good computer security, including using a unique password for their work laptop and any other devices they use for work;
· keep all hard copies of work-related documentation secure, including keeping documents locked away at all times except when in use; and
· ensure that work-related information is safeguarded when working in public spaces, for example by:
· positioning their laptop so that others cannot see the screen;
· not leaving their laptop unattended; and
· not having confidential/business-sensitive conversations in public spaces.

16. For more information, please refer to our Data Breach Policy and Procedure which can be found here: 

