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HR POLICY
Hybrid & Remote Working Policy
Supporting flexible, effective and connected ways of working

	ORGANISATION
	[Organisation Name]

	VERSION
	Version 1.0

	DATE ADOPTED
	[Date]

	REVIEW DATE
	[Date - recommend annual review]

	POLICY OWNER
	HR / Senior Management

	SCOPE
	All employees whose roles are suitable for hybrid or remote working



This policy template is provided for guidance purposes only. It should be reviewed and adapted to reflect the specific circumstances, structure and requirements of your organisation before adoption. We recommend taking HR and/or legal advice prior to implementation. This document does not constitute legal advice.
SECTION 01
Purpose and Scope

This policy sets out how hybrid and remote working operate at [Organisation Name]: who is eligible, how arrangements are agreed, and the expectations on both the organisation and employees. Hybrid working means splitting time between the workplace and a remote location (usually home). Remote working means working predominantly or wholly away from the workplace. This policy is distinct from a statutory flexible working request, although the two may overlap.
SECTION 02
Eligibility and Suitability

Not all roles are suitable for hybrid or remote working. Suitability depends on the nature of the role, the needs of the team and clients, and the individual's ability to work effectively away from the workplace. Arrangements are agreed with the line manager and may be subject to a trial period. Being able to work in this way is not an automatic contractual right and may be varied where there is a legitimate business reason.


SECTION 03
Working Arrangements and Hours

•   Contractual hours, duties and standards of performance remain the same regardless of work location.
•   Employees are expected to be contactable and available during agreed core hours and to attend the workplace when required (for example, for team days, meetings or training).
•   Any regular pattern (for example, [three days in the workplace, two remote]) should be agreed in writing and kept under review.
•   Employees should take their breaks and are encouraged to maintain healthy boundaries between work and personal time.
SECTION 04
Suitable Workspace and Equipment

Employees working remotely must have a suitable, safe place to work. The organisation will provide [specify equipment provided]. A display screen equipment (DSE) self-assessment should be completed for the home workstation, and any concerns raised with the line manager. Equipment provided remains the property of the organisation and should be used and returned in line with the Homeworking Equipment Agreement.
SECTION 05
Health, Safety and Wellbeing

The organisation's duty of care applies wherever an employee works. Employees are responsible for maintaining a safe home working environment, taking regular breaks, and reporting any work-related health concerns or incidents. Managers should stay connected with remote team members and be alert to wellbeing and isolation.
SECTION 06
Data Security and Confidentiality

•   Follow the IT Acceptable Use Policy and Data Protection (GDPR) Policy at all times.
•   Keep devices, documents and information secure, and lock screens when away.
•   Use approved systems and secure networks; avoid public or unsecured Wi-Fi for confidential work.
•   Ensure confidential conversations and screens cannot be overheard or seen by others in the home.
SECTION 07
Expenses and Costs

Reasonable business expenses will be reimbursed in line with the Expenses Policy. The organisation will [set out its position on home working costs, equipment and any tax-related allowances]. Employees are responsible for their own household costs and should check any implications for home insurance or tenancy agreements.
SECTION 08
Right to Disconnect and Communication

Employees are not expected to be available outside their agreed working hours. Managers and teams should agree how they stay connected, communicate, and maintain team culture, and should be mindful of the timing of messages and meetings.
SECTION 09
Reviewing and Ending Arrangements

Arrangements will normally be reviewed every 6–12 months. 
Hybrid and remote arrangements are kept under review and may be adjusted or withdrawn where they are no longer effective or where business needs change, following discussion and reasonable notice. Either party may request a review at any time. 
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