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This policy provides guiding principles as we test and try Hybrid Working.  
This policy should be read in conjunction with:
Hybrid Working Guidance for Managers, Hybrid Working Manager FAQs, Hybrid Working Staff FAQs. 
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0. During the COVID-19 Pandemic our staff have, out of necessity, had to adopt a remote working approach.  This has proved to be beneficial to both staff and the University, as such we wish to continue this practice in future by adopting a hybrid approach to working, initially on a “test and try” basis. 

This “test and try” approach to hybrid working will explore what will work best to achieve the high performance required to deliver our ambitions in line with our new Strategic Plan 2022-2030 and will provide an opportunity to assess the effectiveness of the policy, the impact on service delivery and performance, and any adjustments that might be necessary to support new ways of working in the future.

This policy and associated guidance will support the University to test this approach by providing principles which will remain in place until the new Strategic Plan comes into effect and will be reviewed as we continue to see what works.  
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0. The purpose of this policy is to provide guiding principles to support hybrid working in an effective way which supports excellent performance, delivers Cardiff Met’s strategic objectives, and supports the health and wellbeing of colleagues. 
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0.2 
This organisational policy has been written to inform a pilot of hybrid working for eligible post holders. As people use the following terms synonymously, we have provided definitions of Hybrid working and Flexible working. 

1.1.1 Hybrid working is a combination of working remotely (often this is at home) and on campus. Hybrid working is not a contractual right and there will be no contractual changes.
1.1.2 Flexible Working is a permanent agreement between an employee and employer. You have the statutory right to request a permanent change to your working pattern, such as the hours you work after working 26 weeks for the University.  For more information on how to request flexible working arrangements, please see section 11. 

1.2 This organisational policy has been written to inform hybrid working. 
[bookmark: _Toc96605632]Scope

0. Not all roles are suitable for hybrid working because some have a critical role on campus providing essential frontline student services, operations, or supporting the University’s infrastructure.  Line managers will decide which roles are suitable for hybrid working based upon the role requirements and how effective the role has been, when carried out remotely or in a hybrid way during the pandemic. 

0. All other roles are suitable for hybrid working, however, the specific working arrangements will be agreed locally and driven by the nature of the role and the needs of the University.  For example, arrangements for academic colleagues will consider the need for a strong campus presence.
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0. The underlying principle that guides us is that students are provided with a first-class learning experience within a vibrant learning and research environment.  This requires high levels of service delivery and performance from us all.  Hybrid working, therefore, must always support this underlying principle.

0. The University contract of employment currently states where staff are required to work and that colleagues may be asked, subject to service requirements, to carry out part of their duties at another Cardiff Met location. No changes have been made to these contractual conditions.

0. All roles, teams and circumstances are different. Working arrangements and patterns will continue to be agreed at a School or Directorate level. 

0. Hybrid working arrangements will be kept under review to ensure the integrity of teaching and learning (including scheduling), research, and Professional Service operations. 

0. The University reserves the right to withdraw hybrid working in circumstances where there is a detrimental impact on the University’s performance and/or upon its students and colleagues or if a role changes such that hybrid working is no longer suitable. 

0. Contractually, Cardiff Met colleagues are required to reside and undertake their duties in the UK but in exceptional circumstances Cardiff Met may accommodate requests to work remotely while overseas. For more information, please refer to Cardiff Met’s Statement on Working Overseas. 
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0. Hybrid workers need to: 

11. Continue to be flexible and attend campus when required, to ensure integrity of our key services to staff and students.  
11. Ensure they have a secure and reliable internet connection when working remotely.  
11. Be transparent about how and where they work.
11. Keep their digital skills up to date and relevant. Support and advice on digital skills is available through Information Services [link].
11. Actively ensure that the way they are working supports their physical, mental, and emotional health.
11. Continue to report sickness absence and special leave in accordance with relevant University policies. 

0.  Line managers need to: 

12. Ensure they continue to manage performance and conduct. Managers have the right to request that colleagues change their working arrangements should performance or conduct be negatively affected by hybrid working. 
12. Ensure they continue to monitor the impact of hybrid working on equality. 
12. There may be times when team members are required to come on to campus at short notice, in these circumstances, line managers are asked to provide as much advance warning as possible. 
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0. Hybrid workers will need to follow the Display Screen Equipment (DSE) guidance and regularly review this using the DSE Workstation Self-assessment. If you require additional equipment to provide a safe and suitable workstation, you should liaise with your line manager. Advice is also available from the Health and Safety team.

0. Whilst working from home you must take responsibility for your own health and safety and that of anyone else who is affected by your work (for example others in your household when you are working from home). In particular avoid trip/slip hazards, electrical equipment should be checked prior to use for damage and university equipment needs to be PAT tested at specific intervals. Please speak to your line manager if you have any queries about PAT testing of university equipment. 

0. Due to the remote working element of hybrid working, hybrid workers will need to take responsibility to ensure they are having "downtime" from work, including breaks from the screen to avoid digital overload. To help maintain wellbeing, adequate rest breaks should be taken. 

0. Notify your line manager if:

16. You feel any discomfort due to working remotely (such as back pain); or
16. You believe that there are any work-related health and safety hazards;
16. Any work-related accidents occur in your home.

0. Your line manager will take relevant action and may seek advice from the Health and Safety team.
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0. Each School or Professional Service has responsibility for any additional equipment required by colleagues, wherever they are working if this has been identified as needed through a DSE risk assessment or Occupational Health assessment.

0. The University reserves the right to decline hybrid working in situations where it considers the equipment requirements to be unreasonable.  In such circumstances, the colleague would be required to work at an appropriate workstation on campus.

0. All colleagues need to take reasonable steps to safeguard any University equipment which is taken off campus and must return it if requested to do so. The equipment will always remain the property of the University.  
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0. The University will not provide any additional financial assistance for colleagues to work remotely.

0. While working remotely colleagues are responsible for the normal costs associated with their place of residence (e.g., heating, lighting and broadband and any home insurance to cover loss or damage to personal property in use whilst you undertake work duties). Cardiff Met will not pay expenses for household running costs when you work from home. 

0. You are advised to check with your home insurer, mortgage provider or landlord that there are no issues with you working from home.
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0. When working remotely, you are responsible for keeping information associated with the University secure at all times.

0. Specifically, remote workers are under a duty to:

25. Practise good computer security, including using a unique password for any devices you use for work and ensure that devices are locked when left unattended for any period of time whether they are personally owned or the property of the University.
25. Keep all hard copies of confidential work-related documentation secure and in line with Cardiff Met’s regulations on information storage, including keeping documents locked away at all times except when in use; and
25. Ensure that work-related information is safeguarded when working in public spaces, for example by:
· positioning your laptop so that others cannot see the screen.
· not leaving your laptop unattended; and
· not having confidential/business-sensitive conversations in public spaces.

0. In addition, the laptop and other equipment provided by the University must not be used in any way which contravenes the University’s IT Acceptable Use Policy. 
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0. While the University aims to provide flexibility over how and where to work where possible, this is dependent on making sure that our services and students come first. We advise colleagues not to make any significant long-term decisions based upon hybrid working (for example moving a significant distance from the campus or eliminating transport options).

0. This policy focuses on how the University operates hybrid working, but there are many other forms of flexible working. You retain the right to make a formal request for flexible working, whether or not hybrid working is available for your role.

0. Examples of other types of flexible working that can be requested are reducing the number of hours that you are working; changing your start and finish times; or compressing your working hours into fewer days.

0. If you would like to request another form of flexible working you can make a formal request under the University’s Flexible Working Policy Statement.

[bookmark: _Toc96605640]Related Policies and Procedures

0.31 
Data Protection Policy
Grievance Policy and Procedure
Information Security Policy 
IT Acceptable Use Policy
Flexible Working Policy Statement.
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0. The People Services Department will proactively advise on and support the application of this policy. 

To ensure it is relevant and effective, this policy will be reviewed as the University continues to test and try hybrid working. 
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