
  
 

 
  

 

Hybrid Working Policy  
 

(DRAFT for Board 27 July 2022) 
 
Introduction 
 
1.1 Hybrid working is the term used to describe an informal flexible working arrangement 

where employees split their time between working from the office and an agreed 
remote working location, such as their home. 
 

1.2 Whilst working under hybrid working arrangements all employees have the same 
contractual terms and conditions as they do whilst working in the office. The 
contractual place of work for all employees of the Corporation will remain the 
Observatory.  
 

1.3 The objective of this policy is to set out the hybrid working arrangements that the 
Corporation has adopted and to support employees to understand the approach the 
Corporation is taking to hybrid working. Whilst the business needs of the Corporation 
remain the priority, this policy recognises the benefits hybrid working can bring to 
employees. All employees who work under a hybrid arrangement must comply with 
this policy.  

 
Benefits of Hybrid Working 
 
2.1 The Corporation recognises that a good work life balance is beneficial to both the 

Corporation and employees and the implementation of this policy aims to strike a 
reasonable balance between the pursuit of operational needs and the benefits for 
employees to have greater flexibility in their working arrangements.  
 

2.2 The Corporation believes that adopting hybrid working is beneficial to efficiency and 
productivity gains and will also improve employee wellbeing. Hybrid working 
empowers employees and teams to make decisions about where, when and how they 
work, optimising the use of workplaces and technology, and improving productivity 
through a focus on outputs.  
 

2.3 The benefits to employees can include: 
 

• greater employee choice over how to work so that tasks can be delivered as 
effectively as possible; 

• a better work/life balance; 
• reduced travel expenses and commuting time. 
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2.4 The benefits to the Corporation include: 
 

• a greater focus on employee wellbeing;  
• positive impact on recruitment and retention; 
• improved staff engagement and motivation; 
• smarter collaboration; 
• reduced costs; 
• active support of equal opportunities; 
• recognition of and supporting the need to reduce the environmental impact of 

buildings and vehicle emissions from reduced commuting. 
  
Scope 
 
3.1 The policy applies to all of the Corporation’s employees, and includes those on fixed-

term, permanent, full and part-time contracts, and also to agency staff.   
 

3.2 Hybrid working arrangements will differ depending on the nature of the role, duties and 
responsibilities and so are discretionary and subject to agreement, in advance, with 
the Corporation.   
 

3.3 This policy may not apply to employees in their probation period or those who are 
working under the performance improvement process, due to the additional support 
that may be required for these employees. This will be at line manager discretion and 
will depend on the nature of the job role and the level of support required. 
 

3.4 Issues relating to set working days, hours or working patterns on a permanent basis 
are separate to this policy and should be considered within the Corporation’s Flexible 
Working Policy. [Board note – this is a new policy that is currently being created] 
 

3.5 All hybrid working arrangements are subject to ongoing review and may be modified 
for a number of reasons, including a change in organisation needs or performance 
concerns.  
 

Place of Work 
 
4.1 Your remote working location must be within the UK and within a reasonable 

commuting distance of your contractual place of work. Working abroad will only be 
permitted in relation to an official overseas visit unless in exceptional circumstances as 
agreed with the EDC CEO, and ensuring that all IT security requirements are followed. 
 

4.2 It is recognised that any agreed hybrid working arrangement is subject to the 
requirement for you to attend the workplace on the Corporation’s reasonable request 
to accommodate the needs of the organisation. 
 

4.3 The Corporation has decided that all employees must spend at least 40% of their 
working time (pro rata for part time employees) working from the office or from working 
locations other than home e.g. site visits, or at external meetings at the offices of EDC 
partners. This will be at line managers’ discretion and dependent on the needs of the 
Corporation. At all times data protection, security and cyber security should be a 
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consideration. As a guide, the minimum 40% should be considered over a rolling 
monthly working period. 
 

4.4 Line managers will be responsible for agreeing the days and times worked from the 
workplace and the agreed remote working location. These are subject to agreement 
and may vary to accommodate the needs of the Corporation.   
 

4.5 Employees will be expected to work in the office if there is an IT/Internet issue that 
may prevent them from working remotely.  
 

4.6 Travel time between the workplace and any remote working location will not be 
included within an individual’s normal working hours (unless exceptional 
circumstances determine it is necessary and/or this is agreed in advance with your line 
manager). 
 

Employee Responsibilities 
 
5.1 Employees should keep in regular contact with their line manager, regardless of where 

they are working.  
 

5.2 Employees working under a hybrid working arrangement must ensure they: 
 

• do not work at home if they are not well enough to work. It is important that 
employees take sickness absence leave to rest and recover properly if they are 
unwell. Employees wishing to work from home due to mild illness should ensure 
that they are well enough to work; working from home must not be used as an 
alternative for sickness absence leave. If the employee feels well enough to 
work but feels working from home is required to limit the potential spread of 
illness they should discuss this with their line manager in the first instance;  

• have a suitable working environment with adequate lighting that enables them 
to carry out their role effectively; 

• continue to work contractual hours as detailed in the contract of employment; 
• follow the provisions of the Lone Working Policy where they apply;  
• exercise flexibility to make changes at their line manager’s request to the hybrid 

working arrangement, e.g. if there is a need to come to the office at short 
notice. 

 
5.3 Employees have a responsibility to take reasonable care of their own health and 

safety at work regardless of the location. This includes managing their own time, 
taking breaks and ensuring working patterns and levels of work when working 
remotely are not detrimental to their health and wellbeing. 
 

5.4 To identify any potential health and safety hazards at your remote working location 
and take appropriate steps to minimise risk, the Corporation retains the right to carry 
out a health and safety risk assessment (either remotely or by arranging a remote 
working location visit). The need for such inspections will depend on the 
circumstances, including the nature of the work undertaken. 
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5.5 Whilst working from home employees are expected to be able to focus on their work 
free of distractions and should not have, for example, parental or caring 
responsibilities to attend to during working hours. Employees who have any concerns 
regarding any potential distractions should raise them with their line manager in the 
first instance. 
 

5.6 When working both in the office and at home employees should ensure they are 
logged in to MS Teams to ensure communications are straightforward and so that 
colleagues can see availability should there be a need to make contact. Outlook 
calendars should be kept up to date at all times, with work location, meetings and 
periods of annual leave clearly marked. 
 

5.7 Employees working at home should remain contactable, unless taking a scheduled 
break, attending a meeting or on a telephone call. Should an employee need to take 
some time away due to an emergency they should notify their line manager 
accordingly. 
 

5.8 Employees will be subject to the same performance measures, processes and 
objectives that would apply if working permanently in the workplace.  

 
Line Manager Responsibilities 

 
6.1 The line manager remains responsible for the supervision of the employee regardless 

of the location of work. It is the responsibility of the line manager to ensure that a 
proper framework is implemented regarding keeping in touch with employees, 
maintaining effective performance management, communications, and understanding 
of work goals.  
 

6.2 Line managers must regularly review the hybrid working arrangements of their 
employees and take steps to address any potential issues, including any issues 
relating to employee wellbeing. Line managers will keep employees up to date with 
any changes to the workplace or information relevant to their work. 
 

6.3 Line managers must monitor where employees are working from and whether they are 
meeting the minimum 40% working arrangements over a rolling calendar month 
(outlined in 4.3 above). 
 

Considerations 
 
7.1 Whether an employee can work away from the office and for what proportion of their 

time (noting the minimum 40% of working time for all employees) will vary according to 
the job role, and the main consideration is the impact on the Corporation’s business 
needs.  
 

7.2 The ability to work in a hybrid way is dependent on a number of factors including, but 
not limited to:  

 
o The requirements of the role and the Corporation as a whole; 
o The facilities in place to support the employee; 
o The welfare of the employee; 
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o The ability to work safely and healthily; 
o Fairness and equality; 
o The ability to organise work among team members;  
o Knowing where people are and what they are doing;  
o Work performance and output. 

 
Home Equipment and Costs  

 
8.1 All employees will be provided with the necessary basic IT equipment to enable 

remote working, including equipment identified as being necessary following a DSE 
assessment. Employees should liaise with their line manager to discuss any additional 
IT equipment needs in the first instance. 
 

8.2 Employees will not be eligible to claim expenses for use of personal equipment such 
as home phone lines. Employees should liaise with their line manager if there is a 
requirement for additional IT or telephone equipment. 
 

8.3 Employees are responsible for any internet / broadband costs and increased energy or 
heating costs whilst working at home.  
 

8.4 Any additional costs to home insurance as a result of hybrid working will be at the 
employee’s expense. 
 

8.5 Mileage or travel cost claims will be reimbursed under the usual terms and conditions 
of claiming expenses and subsistence allowance.  
 

8.6 Employees must take care of any equipment belonging to the Corporation at their 
remote working location or when travelling and keep secure at all times. 
 

8.7 Where equipment is provided, it remains the property of the Corporation and 
employees must: 
 

a. ensure it is only used by them and only for the purposes for which the 
Corporation has provided it; 

b. take reasonable care of it and use it only in accordance with any operating 
instructions and the Corporation’s policies and procedures; 

c. make it available for collection by the Corporation when requested to do so; 
d. not use any personal device or computer for work. 

 
8.8 Employees with a disability should inform the Corporation if they require any 

specialised equipment to work from their remote working location comfortably. 
 

8.9 The Corporation is not responsible for the associated costs of employees working 
remotely, including the costs of heating, lighting, electricity, broadband internet 
access, mobile or telephone line rentals or calls. 
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Core Hours  
 
9.1 Core hours are the hours when employees are required to be at work and can be 

found in the Flexi-Time Policy. These core hours must be adhered to when hybrid 
working, including when working remotely unless there is a formal flexible working 
agreement in place. 
 

9.2 The Corporation’s policy on recording flexi-time is set out in the Flexi-Time Policy.  
 
9.3 If employees wish to consider arrangements that involve permanently working outside 

of these core hours then a formal flexible working application form should be 
completed in line with the Flexible Working Policy. 
 

Health & Safety 
 
10.1 Employers continue to be responsible for the health and safety of their workers whilst 

they are working from home or at other locations. The Corporation will ensure that 
appropriate risk assessments are completed to support hybrid working. 
 

10.2 When working from home or from another remote location employees have the same 
health and safety duties as if they are working in the office. Employees must take 
reasonable care of their own health and safety and that of anyone else who might be 
affected by their actions. Employees must continue to follow the Corporation’s Health 
and Safety Policy and Lone Working Policy. In order to maintain a safe working 
environment employees should ensure they have an appropriate workspace with 
adequate ventilation, lighting, security, storage and screening from activities and noise 
in the rest of the home.  
 

10.3 In the event of accident or injury, when working remotely, the incident must be 
reported and logged immediately to your Director and the Director of Corporate 
Services.  
 

10.4 DSE Risk Assessments should be completed by all employees in both their remote 
working (such as home) and office working environment. 
 

10.5 If employees are attending site meetings/visits direct from their remote working 
location, such as home, they must notify their line manager. Employees should ensure 
their electronic calendars are up to date at all times and accessible to their line 
managers. Diary entries for planned visits/appointments must include sufficient detail 
identifying the address being visited. The Lone Working policy should always be 
followed.  
 

10.6 Employees should use the EDC office address and the EDC telephone number at all 
times. Employees must not have any meetings in their home working location with 
stakeholders and are advised not to give stakeholders the address or telephone 
number of their home working location. 

 
 
 
 

http://gbcstaff/intranet/mdocs-posts/flexible-working-policy/
http://gbcstaff/intranet/mdocs-posts/dse-risk-assessment/
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Insurance, Mortgages and Tenancy Agreements 
 
11.1 Employees are required to contact any party with an interest in their property (e.g. 

mortgage lenders, landlords, lease holders, building and contents insurer) and if 
required ensure that alterations are made to their policies to facilitate remote working / 
home working. Working from home on a regular basis may impact or invalidate 
insurance policies and it is the responsibility of each employee to ensure they are 
sufficiently covered. 

 
Data Protection/Security/Confidentiality 
 
12.1 The Corporation’s Staff Handbook outlines the expected levels of confidentiality whilst 

they are employed by the Corporation. Ensuring the protection of data and the security 
and confidentiality of the Corporation’s information is vitally important and applies 
equally whether work is taking place at the Observatory or at other locations where 
work is conducted. 

 
12.2 Line managers must be satisfied that all reasonable precautions are being taken to 

maintain confidentiality of material in accordance with the Corporation’s requirements. 
 

12.3 The provisions of the General Data Protection Regulation and Data Protection Act  
must be complied with in relation to the security of information at all times by all 
employees, regardless of work location. Appropriate security requirements must be 
met in relation to equipment and Corporation information in accordance with the 
General Data Protection Regulation and Data Protection Act. When dealing with any 
Corporation information the same measures must be applied as if working in the 
office. 
 

12.4 To comply with data protection legislation, employees will only store or process 
company data or personal data on equipment which has been provided by or 
authorised by the Corporation. 
 

12.5 To comply with data protection legislation, the Corporation retains the right to conduct 
a data protection impact assessment (DPIA) to assess the risks involved with data 
processing in an employee’s remote working location. Where this is necessary, the 
Corporation will contact an employee to arrange the DPIA. 
 

12.6 Employees must read and understand the Corporation’s Data handling security policy 
regarding the retention of personal data, electronic communications and data security 
and regularly keep informed of the most current version of this policy. Employees will 
also attend any training on data protection and confidentiality whether online or in 
person, when requested to do so. 
 

12.7 Employees must ensure that the Corporation’s information and IT equipment is kept 
securely and ideally locked away or stored in a secure suitable facility when not in use, 
regardless of where the work is taking place. Information and equipment must never 
be left in unattended vehicles.  
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12.8 Computer screens and manual documents should not be left unattended where the 
Corporation’s information can be read by third parties, i.e. members of the same 
household.  
 

12.9 Private and confidential material must not be sent or saved on personal storage such 
as laptops or memory sticks. Line managers must be satisfied that reasonable 
precautions are taken to maintain confidentiality of data. Employees must adhere to 
the Corporation’s policies covering data protection and information security. 
 

12.10 Employees’ household members, families or friends are not permitted to use IT 
equipment supplied by the Corporation.  
 

12.11 Paper documents are vulnerable to misuse or even theft if left accessible to 
unauthorised people. Disposal of all paper documents, including hand-written notes, 
must be via the confidential waste bins provided at the Corporation’s premises. Under 
no circumstances should domestic waste be used. 

 
12.12 When working from your remote working location employees undertake to: 

 
a. comply with the Corporation’s instructions relating to password security; 
b. comply with the Corporation’s instructions relating to software security and to 

implement all updates to equipment, as soon as employees are requested to do 
so; 

c. send work-related emails and messages through the Corporation’s designated 
communication facilities; 

d. maintain a private space for confidential work calls; 
e. ensure that any display screen equipment is positioned so that only the 

employee can see it or a privacy screen is used; 
f. lock computer terminals, whenever it is left unattended; 
g. ensure any wireless network used is secure; 
h. ensure remote working wireless network router has any software security 

updates applied; 
i. comply with the Corporation’s instructions on document retention. 

 
12.13 If an employee discovers or suspects there has been a data breach or an incident 

involving the security of information relating to the Corporation, stakeholders or 
anyone working with or for the Corporation, the employee must report it immediately to 
their line manager. 

 
Review 
 
13.1 This policy will be regularly reviewed by the Corporation’s Directors’ Group and 

discussed regularly with the EDC Heath, Safety and Wellbeing Committee.   
 
13.2 The Directors’ Group reserves the right to amend or terminate the hybrid working 

arrangements, including at short notice at any time. 


