FINAL Hybrid Working Policy for Hybrid working pilot:  October 2021			
Introduction
This policy sets out MVDC’s approach to trial hybrid working.  
Hybrid working will allow staff to split working time between attending Pippbrook, Dorking Halls, Park House (or any other MVDC offices) and working remotely.  
It is incumbent on individuals who are notified they are eligible under this policy, in discussion with line managers as relevant, to determine the most suitable place of work.  
A place of work will not be suitable if it leads to a reduction in productivity and/or performance, as determined by the relevant line or business manager. 
At all times it is necessary to protect confidentiality and comply with data protection.  Working or meeting in a busy or public place will not be suitable if processing or discussing sensitive or confidential data or information. 
Hybrid working is being trialled to establish if it can successfully contribute to MVDC’s:
· Ability to deliver services in an effective and efficient manner;
· Strategy for adapting to, and thriving in, the new working environment following the coronavirus pandemic; 
· Commitment to supporting a positive work-life balance for our employees.
Hybrid working supports Priority 5 of our Organisational Development Strategy, to enhance our flexible work offering.  It is anticipated to support (and must not be in conflict with) our Council Strategy and our Values.
Productivity and performance will be key drivers in assessing whether a service, post or individual is eligible for hybrid working, and to inform any decisions made under this policy.  
It is a requirement of this policy that the potential enhanced flexibility of location provided is informed by sound situational judgment so that access to services are not, in any way, compromised or impeded. A successfully implemented hybrid working policy will provide seamless access to services, as well as ensuring we continue to function well as a whole organisation, and will therefore invisible to all but those benefitting from it.  
Policy summary
· This policy sits alongside our existing policies and procedures relating to GDPR and health and safety.  For an overview/links, see 1:  Health and Safety and 2: Data Protection. If anything in this policy conflicts with GDPR or Health and Safety policy, the discrete policies focused on those areas will take precedence. 
· Anybody who wants to, can choose to spend all their working time at their contractual base/MVDC offices. See 7:  Using the office
· Some services/jobs will not be eligible for hybrid working – these will be identified, reasons given and individuals notified by the relevant manager in advance.  See 3. Who is covered by hybrid working  
· Some individuals will not be eligible for hybrid working - these will be identified, reasons given and individuals notified by the relevant manager in advance. See 4: Performance, probation, Apprentices, new starters. 
· It is an expectation that everybody attends the office for a minimum of two days per week.  See 5:  Minimum office attendance
· There will be key activities or meetings which are identified as being office based.  See 6:  Meetings/communication
· Contractual base (place of work) will not change. This policy will operate as a concession to current contractual workplace provisions.   See 8:  Contractual base 
· In order to be successful, this policy must operate according to trust.  Managers may therefore need to adapt management styles with increased emphasis on leadership, support and a focus on outcomes. See 9:  Leadership and Trust
· This policy sets out the way flexibility can be provided in relation to work location only.  Regardless of where an individual works, he/she will be expected to work the agreed hours and pattern as appropriate to the role.  Whilst MVDC supports a flexible approach to working hours where possible, this is not within the scope of this policy.  See 10:  Working Hours. 
· Wellbeing considerations may impact eligibility, either at the outset or if they later develop, but the need to see members of staff every day in an office is not considered generally sufficient to over-ride flexibility in the absence of any specific concerns.  If concerns develop, support is available and must be provided.  See 11:  Wellbeing
· There are specific considerations – e.g. in relation to part-time staff and caring responsibilities.  See 12: Part time workers; 13: Childcare and other caring responsibilities and 14: Pets 
· It is not envisaged that an employee’s choice to work from home will incur expenditure by MVDC.  See 15:  Expenses 
· Nothing in this policy prevents a manager requiring a member of staff to attend their contractual place of work on any given day if required.  See 16: Requirement to attend the office 
· The policy will be subject to a trial period.  This could be extended or the arrangement could be ended.  See 17:  Ending the arrangement. 
· By exception, bespoke arrangements may be made.  These must be evidence based decisions sponsored by an individual Executive Head and agreed at an SLT meeting.  See 18:  Bespoke arrangements
· In the event of any disagreement as to the way this policy applies to an individual, see 19:  Disagreements
· To make a different type of request for flexibility, see 20:  Flexible Working Requests  
Policy detail 
1. [bookmark: Health]Health and safety
Nothing in this hybrid working policy changes the existing health and safety practices, procedures and requirements.  Wherever you are working, including your home, you must liaise with your line manager to ensure that remote working set-ups are appropriate and safe. Display Screen Assessments are expected to be undertaken on a regular basis whether at home or at work.  Please speak to your manager if you are unaware of this or have any problems with your work set up. 
Everybody takes responsibility for their own health and safety and that of anyone else who is affected by their work (for example others in a household when working from home).
You must notify your line manager if:
· You feel any discomfort due to working remotely (such as back pain); or
· You believe that there are any work-related health and safety hazards;
· Any work-related accidents occur in your home.
See here for Health & Safety guidance. 
If a home work station is inadequate it may be preferable to work in MVDC offices. 
If you have concerns about health and safety that you do not feel able to raise directly with your manager, please contact Staff Hub who act as the Health and Safety committee.
2. [bookmark: Data]Data protection
Anybody working remotely is responsible for keeping information associated with MVDC or client partners secure at all times and nothing in this policy changes the existing obligations or policies to protect data. 
Specifically, remote workers are under a duty to:
· Practise good computer security, adhering to the ICT Security policy 
· 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 laptops so that others cannot see the screen;
· not leaving laptops unattended;
· not having confidential/business-sensitive conversations in public spaces; and
· making sensible decisions where to work 
In addition, the laptop [and other equipment] provided by MVDC must be used for work-related purposes only and must not be used by any other member of the household or third party at any time or for any purpose.
Breaches of data protection must be reported to the Data Protection Officer or deputy. 
See here for quick tips and here for further details of GDPR requirements 
[bookmark: Who]3.	 Who is covered by this policy?
Not all services, jobs or people will be eligible for hybrid working.  Business managers will assess services or jobs that are potentially eligible, discussing with/notifying teams as appropriate.  
The Business Manager for each service may also make decisions as to any additional parameters (beyond those identified in this policy) or team agreements around hybrid working and how it fits best.  
In some instances the Business Managers will have determined that hybrid working is not appropriate, in which case the rationale will be shared.  In some cases, it will be self-explanatory (e.g. mobile patrols and enforcement are self-evidently not possible from home), however there may still be agreement as to the degree of office attendance around patrols and enforcement, which can be discussed on an individual basis. 
Individual members of staff will be notified by their line manager if their job is not eligible; in the event that particular circumstances render an individual ineligible at the current time these will also be identified and communicated.  
If you work in a shared service, your manager will need to discuss with the other relevant authorities in the service.  Even if you are generally working under another authority’s policies, MVDC will be an interested party in determining work location requirements. 
[bookmark: Performance]4. 	Performance/probation/Apprentices/new starters
Managers of junior posts/Apprentices/new starters are likely to need to plan in office attendance more frequently, to ensure the worker has ability to learn from others informally in an office environment.
Anybody who is subject to discussions around performance or relevant health or wellbeing concerns, or who is under probation, may be required to attend the office for their whole working time.  This will be if such attendance leads to an increased ability to monitor or support, or to improve performance or wellbeing, and until such period as specific performance concerns/probation are no longer applicable.  
[bookmark: Minimum]5.  	Minimum office attendance
All individuals are expected to attend the office regularly in order to feel part of, and contribute to, an MVDC community.  This is expected to be at least two days per week.  There will be situations, week to week, where this varies according to job need, but as an average two days per week must be planned to be spent, and spent, in the office.  Job need, as opposed to personal need, to adhere to these minimums is expected to be the over-riding determining factor. 
If you work in a highly mobile role, where you spend large parts of your working day on visits or tours of the district, this policy should be applied so that you base your visits around your office for two days per week, you are not expected to sit at your desk for the full two days.
For some jobs/teams there is an opportunity to structure workload to take account of this, e.g. activities that are best spent in the office may be clustered together over those days (meetings, discussions, using enhanced systems for example), allowing remote working days to focus on conducting activities that are best spent away from an office (e.g. regular calls, report writing, research, processes benefitting from lower levels of interruption).  Teams/individuals will have their own ideas about how to maximise productivity working in different places, and are encouraged to talk to their manager about these.
If an individual has completed two days in the office but there is a further need to attend later that week, the fact that the required minimum office attendance has been completed is irrelevant.  Decisions must be made on the best place to work. 
See below for part-time worker considerations. 
[bookmark: Meetings]6.	Meetings/communication 
Team meetings & 121s
Meetings are expected to happen regardless of where you and your teams are, however it is mandatory that team meetings are held in person on a monthly basis, unless a specific exemption has been granted by the Executive Head.  
With regards to 121s, some managers and their employees may have become used to Teams calls that are far more frequent than the previous monthly 121.  This is encouraged and should be continued.  At least once a month, however, managers should sit down with their employees in person.  
The ability to share and consider each other’s perspectives, to enhance empathy and understanding, to problem solve and build relationships, and to provide reassurance to support wellbeing, is greatly enhanced by meeting in person. 
Other internal meetings 
For day to day and regular interactions, depending on the nature of the service, managers may allow hybrid meetings whereby some individuals meet in person and others join virtually.
Member or senior management meetings may be subject to different rules with the requirement to meet in person wherever possible. If so these will be communicated to you.
Currently there is a legal requirement for decision making democratic meetings to meet in person. 
General communication 
It is recommended a team charter is developed for each team, to include how the team, or specific members of the team, plan to communicate. 
If you have ideas or wish to make any suggestions on this, you can discuss this with your manager.
[bookmark: Using]7.	Using the office
It is acknowledged that not everybody likes home working.  Some people may not have the right home environment for working, and some people may be at a stage of their career, or life, that makes working at home less beneficial, or suitable, than working in an office.
For this reason, anybody who wants to, can choose to spend their whole working time in the office.  
It is possible, however, depending on the impact that hybrid working has on desk/office space, and/or potential opportunities that MVDC may pursue in the future, that it will no longer be possible to provide fixed desks for all staff. 
Your manager will speak to you if he/she intends to operate a hot-desking policy in your team area.  This may be required particularly as teams change size and your manager may decide it is no longer viable for every team member to have a fixed desk particularly if it is only being used for part of the week.  If you have a specially adapted chair please label it and make sure your manager/team are aware that this has been configured for your personal needs so that the settings are not adjusted by anybody else who has to use it when you are not in.  If you are worried, talk to your manager about developing a team habit to keep calendars up to date so your colleagues can tell if you are likely to be in that day and to make sure your immediate team are aware of the situation. 
In the event that hotdesking becomes organisational policy across the Council (as opposed to within teams), consultation and engagement will be conducted through the usual channels. 
On occasions when the office is relatively empty, voices can carry – particularly if all the participants in the conversation/meeting can be overheard (as opposed to telephone calls which are not put on speakerphone).  There are a number of options to mitigate this.
Headphones are required for any virtual meetings in the office, remember not only can it be noisy and disruptive to others in the office, but remote meeting participants may not be aware their contributions are being overheard by non-participating staff in a quiet office. It is therefore advised that the meeting facilitator checks at the beginning of the meeting that any office attendees are using them.
Speak to your manager if you do not have any headphones you can use or if you have trouble using them. Orders for specialists headsets should be raised through the Servicedesk.
Staff can also use designated areas that provide enhanced sound proofing, more details can be found here.  However, meeting rooms must booked when any office attendees are likely to need to discuss confidential matters.
[bookmark: Contractual]8. 	Contractual base
Contractual base remains as specified in employment contracts.  This pilot does not change or over-ride individual contracts, hybrid working arrangements operate as a concession.  This impacts a variety of provisions set out in this policy.   
[bookmark: Leadership]9. 	Leadership and trust
Many staff have told us they could in theory have worked remotely before but did not do so for fear of negative judgment which could compromise career progression or success.  This underlying concern impacts everybody, even those who are working at home, who may develop compensatory behaviours (e.g. multiple unnecessary emails, emailing very early or late in order to demonstrate that they are working hard).  This is not conducive to wellbeing or productivity, either for the individuals or others on the receiving end, and if left unchecked it could jeopardise the success of this pilot.
It is vital therefore that this policy heralds a new era that allows people at all levels (once assessed as eligible, and in accordance with this policy or the specific application of it) to work in the place that makes most sense.
Individuals who are working remotely will not be subject to any negative judgment – either implied or explicit, providing both the terms and spirit of this policy are adhered to.  
Whilst the ‘spirit’ of the policy is not easy to define, there is a need to ensure that MVDC continues to operate as one organisation, with cross collaboration and fertilisation of ideas and support both across and within teams.  
Whilst the intention of the policy is to allow greater freedom to view work as an activity rather than a place, it is acknowledged that this is complex and there will be occasions when some colleagues or other stakeholders would prefer a particular member of staff to be physically present, and these are not always possible to foresee and therefore to plan in advance. 
In such an event, colleagues are not expected to criticise an individual for following the policy, providing he/she has chosen to work remotely having made the best decision on the facts available at the time. In the much less likely event that it is clear that the individual opted to work from home in a situation where he/she must have understood it was a legitimate and reasonable expectation to attend the office/a meeting/visit etc., this should be identified by the relevant line manager, for discussion with the employee.  Any concerns by someone other than the individual’s line manager must therefore be raised, confidentially, with him/her.
If this becomes a problem and/or a repeat pattern, eligibility for hybrid working may be suspended or end altogether. 
This policy operates on a trust basis.  In the vast majority of cases, individuals work most effectively when they are trusted and empowered to work at their best, not when it is assumed they are taking time out or working differently/less effectively purely on the basis they cannot be seen. 
Good management includes discussion of shared expectations as to what an individual needs to do to perform well, in accordance with their role. Depending on the job, moving to hybrid working may benefit from a change in management style – with management becoming much less based on time spent and more based on outcomes, reviewing what is delivered.  If this is done well, it is not necessary, or useful, to see somebody just to monitor that they are working. Managers who are sufficiently connected to their staff will be able to tell how hard/effectively they are working without being in an office to do so. 
Some jobs however are less outcome based – e.g. those whose job is predominantly to answer calls during pre-defined hours. Managers are in the best place to assess this, and any consequent impact on hybrid working.
[bookmark: Hours]10	Working hours
Nothing in this policy alters working hours or patterns, this policy purely provides flexibility in terms of location. 
Within the scope of prior agreed working patterns, you must be as clear as possible with your line manager about hours of work particularly for days during which working remotely. Making use of tools such as shared calendars and out-of-office messaging (e.g. on Teams, voicemail) can also help colleagues/customers to be aware of availability on these days. 
All staff are reminded be mindful to avoid overworking - "downtime" from work is essential. You should continue to take adequate rest breaks, such as:
· Even if busy, it is essential to find the time to take a break of at least 20 minutes during each working day that lasts more than six hours.
· Take time off for lunch each day – go for a short walk outside if you can.
· Have a break of at least 11 hours after you stop work one day before you begin the next.
· As an average, don’t exceed 48 hours’ total working time per week
· Plan holiday breaks – even if you are not going anywhere – discuss with your line manager when you can use your annual leave.
Any concerns about inability to do this this should be raised with the line manager.
Depending on the job and agreed working pattern, the degree to which it is acceptable to have flexible working hours day to day may vary, regardless of where you work.  Wherever you are, you must always ensure you are sufficiently responsive, to colleagues or service users, during the working day.  On occasion if starting later, finishing earlier or taking a longer break than would normally be anticipated this should be reflected in outlook calendars, so that colleagues are aware.  
Generally speaking, particularly if in a job that allows you to enjoy some flexibility, it is not expected that anybody will ‘work to rule’ when hours have been completed.  Unless you are in an extreme or unusual situation, you are expected to have sufficiently well-developed skills to structure your working time so that the job requirements are managed proficiently. If anybody seeks or relies on flexibility, they will be expected to give it too.  Flexibility works both ways. 
For those in highly customer facing roles there is less flexibility in working hours.  Staff in these roles must work the agreed and normal shift requirements for the role wherever based.  Unavoidable gaps in anticipated service delivery must be discussed with relevant stakeholders (e.g. the CSU). 
Anybody scheduled to attend a meeting or a course must make sure they can attend the whole meeting/course (or alert the organiser in advance if there are problems with this), regardless of whether working virtually or attending in person. 
It is not healthy or expected, in any job, that you remain glued to your screen/phone all day – you must take proper breaks.  Short regular breaks can be surprisingly energising.
You should continue to log working hours in whatever means you have previously been doing (including using the flexi-system where applicable and relevant).  Not all services are eligible or appropriate for flexi-time, if in doubt discuss with your line manager.  
Time spent driving to the office during the working day (e.g. for a meeting, having spent the morning at home, is not working time).  Similarly, driving to/from first or last appointments of the day are not working time.  
[bookmark: Wellbeing]11. 	Wellbeing
Performance and wellbeing go hand in hand.  If there are concerns that working in a ‘hybrid’ manner are causing or contributing to health or wellbeing problems, you may be required to end the ‘hybrid’ arrangement for an agreed period.  This includes physical wellbeing (e.g. due to muscular skeletal issues caused or exacerbated by home-working) or emotional/mental (e.g. due to the type of calls/interaction received, handling conflict without colleagues to offload to or learn from, and without the ability to separate that an office provides, or if demonstrating behaviours that are concerning to your manager and considered to be exacerbated by the way you are working).  
In some situations, there may be agreement that the nature of the work of a whole service is such that wellbeing risks are too high without the protection of colleagues in an office. Difficult calls in the home can be much harder to take. This is likely to be brought out in service discussions at the outset.
Although some managers prefer to keep a regular eye on their employees in order to monitor their wellbeing, in the absence of any specific factors (e.g. that the type of service is not suitable for home working) or specific individual reasons for concern (e.g. issues about wellbeing have surfaced) it is generally preferable to allow an individual to participate in ‘hybrid’ working, however a vital part of the role of a manager is to ensure there is sufficient scope for catch-ups. These should be in person (during the days of co-ordinated office attendance) and virtually (using video calls to enable sight of each other).  This will include team meetings, 121s, etc.  
It will not be conducive to productivity or wellbeing to require excessive office attendance for monitoring without specific reasons; or to fail to use all the available technology to continue working relationships virtually. 
When working remotely, it is important not to work if too unwell to do so. Sickness and reporting policies continue to apply in exactly the same way as when working in the office. See here for full guidance. There may be circumstances when an individual cannot, or it is better that they do not, attend the office but can safely work from home.
There are lots of different places individuals can get wellbeing support; mental health concerns about team members can be approached by managers with support from the HR team and must not be ignored – it is very rare that an individual’s mental health improves by being left completely alone.  
See here for health and wellbeing guidance
See here for the Molly guidance on physical and mental wellbeing 
See here for tips on maintaining good mental health
See here for tips and contacts for good mental health
See here for Mental Health First Aiders  
See here for support in crisis 
[bookmark: Part]12	Part-time workers
For part time workers, depending on the working pattern it may be less useful to apply a pro rata time rule, if this results in an awkward/small percentage.  For example, it may be reasonable to expect somebody working 2 days per week to attend the office for one day per week (instead of less than 3 hours, which equates to 20% of working time).  
The objective of determining potentially higher minimum periods for part-time workers is to ensure that there is enough office presence to facilitate the overall balance this policy seeks to achieve – improved performance and productivity levels by working in the best place for the job, subject to contributing to, and benefitting from, a workplace community.  There is also a need to benefit from and contribute to unplanned acquisition of/transfer of relevant skills or knowledge.  This is easier to both manage and do when regularly meeting in person.
Details will be determined between the manager and employee and will be subject to the particular facts and circumstances. As a guide office time should not be less than 20% of working time and in all likelihood will need to be more if, due to working patterns, this means less than one day.  
If you are part-time and eligible under this policy, expectations of minimum attendance will be discussed with you individually by your manager.  
[bookmark: Childcare]13	Childcare and other caring responsibilities 
Under normal circumstances (other than when schools etc. have been shut unexpectedly or in response to ‘lockdowns’), arrangements for caring for children or elderly or vulnerable people must be made so that these responsibilities do not compromise anybody’s ability to work.  
Primary school age children will be considered too young to look after themselves in most situations, pre-school age children will be considered too young to look after themselves in any situation.  For other elderly or vulnerable individuals, it will depend on the circumstances but as a general rule if you are a primary carer for somebody who cannot look after themselves, you will need to do this outside your working time so you should not be in a position where you are primarily or solely responsible during your working day.
If, however, childcare or other caring arrangements have broken down unexpectedly (or there is a ‘lockdown’), more flexibility may be agreed.  See here for Family Friendly policies. 
Working from home when older children who are more self-sufficient are around, or are leaving/returning from school etc., can be agreed, providing performance and productivity (whether quality or rate of output of work) is not adversely affected.  This will be determined as a normal part of the performance management of an individual’s work.  It is advised to plan ahead so that being home, for e.g., for older children does not impede ability to attend the office when required (and for any minimum office periods identified).  Training courses, planned meetings or fixed work commitments should not be disturbed by household interruptions or requirements. 
[bookmark: Pets]14	Pets
Staff are not permitted to bring pets into the office.  It is not permissible to refuse to attend the office for pet-sitting purposes.  Any attempt at doing so may be dealt with as a performance and potentially disciplinary issue if it is the manager’s view that this is necessary.  
[bookmark: Expenses]15	Expenses and insurance 
Expenses for home working (e.g. printing, heating, lighting, mobile usage, travelling to or from the office) are not chargeable to MVDC.  
Mileage expenses to or from client meetings are claimable in the normal way and should be calculated from contractual office base unless the actual mileage, e.g. from home, is cheaper.
If office stationary is required this should be discussed with the team manager in the usual way, but will not include printer ribbons or cartridges unless this has been explicitly agreed. 
If there are problems identified with a home work station (e.g. health or muscular-skeletal problems), systems or logistical issues that are, in the opinion of the budget holding manager too expensive to remedy, the member of staff may be required to end (or reduce) hybrid working arrangements to attend the office.
Please note there have been tax concessions during lockdowns where you are required to work from home, but if you elect to work from home (e.g. under this policy) this is a different matter. 
You are advised to check that no issues arise with any mortgage provider, landlord, local authority, revenue or home insurer when homeworking. This responsibility is with you as the employee.  MVDC owned equipment continues to be covered by MVDC insurance.
[bookmark: Attend][bookmark: Office]16	Requirement to attend the office
The vast majority of our staff are contracted to work in one of MVDC’s offices with some flexibility around reasonable location distance for other appropriate workplaces (in the case of some shared services other local government offices will be relevant too).  Therefore if your manager needs you to come to the office, in the absence of extenuating circumstances which you should discuss in advance wherever foreseeable, this is likely to be a reasonable management instruction.
If you intend to travel to a location which is not commutable, or to commit to anything that prevents your being able to leave the house, you will need to discuss this in advance with your manager.  If you don’t do so you are at risk of your pay being deducted if you cannot fulfil the requirements of your role in line with your manager’s expectations on any given day. 
Teams may agree particular approaches on the above in development of a Team Charter. 
[bookmark: Ending]17	Ending the arrangement
This is a pilot.  Hybrid working is an optional concession.  It is envisaged to be in place for at least twelve months however if there are significant issues which cannot reasonably be resolved, at an organisational level, it may be terminated earlier in which case individuals will revert to the contractual working arrangements in place before the Coronavirus pandemic in 2020.  Where possible, at least one month’s notice will be given.
Ability for an individual or team to take advantage of hybrid working arrangements as provided for by this policy may be terminated or suspended by a line or business manager providing he/she gives reasons for the decision which are in keeping with the provisions and intention of this policy.  If there are serious performance, wellbeing or disciplinary reasons, decisions can be taken and expected to be implemented quickly, reasonable notice will be determined according to the circumstances.
[bookmark: Bespoke]18	Bespoke individual arrangements
On occasion there will be a requirement to recruit to a post (or retain) in an area that is acknowledged as particularly hard to fill.  Where the posts/work is agreed to be almost exclusively desk based, consideration can be given to recruiting a home worker in these circumstances.
This would mean that individual would have their home as their place of employment and any requirement to attend the office would be pre-agreed (e.g. to attend monthly team meetings) or agreed on an individual basis as a contract change. 
Generally speaking there is an intention for MVDC staff to feel part of a bigger community, this includes the need to fall in with MVDC norms and procedures, and potentially to attend the office for purposes that are not always predicted, so this will only be agreed as an exception where there is an evidenced requirement to flex our usual policy, and approved at an SLT meeting.
[bookmark: Disagreements]19.	Disagreements
If you disagree with your manager’s decision about your eligibility for hybrid working or the way in which it is applied you are encouraged to talk directly to them in the first instance.  
If you are still dissatisfied, a Flexible Working Request can be made. 
[bookmark: Requesting][bookmark: Flexible]20.	Flexible Working Request 
This policy focuses on how our organisation operates hybrid working, but there are many other forms of flexible working. 
Examples of other types of flexible working that can be requested are:
· reducing working hours;
· changing working patterns;
· compressing working hours into fewer days (for example moving to a nine-day fortnight)
To request another form of flexible working, or to request management re-consideration of eligibility for hybrid working, you can make a formal request by notifying the HR team who will acknowledge receipt and arrange further consideration under the framework provided by the policy.
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