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Hybrid Working Policy 
 
The policy sets out the policy in relation to Hybrid Working in the NICS.   

This policy is supported by the Hybrid Working Procedure which clarifies the process for 

requesting, considering, implementing, and reviewing requests for Hybrid Working. This 

policy should be read in conjunction with it and the range of supporting resources:   

 

• Hybrid Working Procedure  

• Hybrid Working Workstyle Agreement (on-line using APEX-FACES) 

• Hybrid Working FAQs  

• Hybrid Working Process Summary Flow Chart in the Hybrid Working Procedure  

• Line Manager Workplace Attendance Conversations in the Hybrid Working 

Procedure 

 

This policy should also be read in conjunction with the following policies:  

• 6.01 Standards of Conduct 

• 3.10 Alternative and Flexible Working Patterns policy 

• 6.05 Equality, Diversity, and Inclusion policy 

• 6.09 Dignity at Work 

• 6.12 Uniform Appeals Policy  

• 6.11 Use of electronic communications policy 

• 8.13 Travelling Time policy 

• 9.01 General Guidance for Travel and Subsistence policy 

• NICS Mobile Device Security policy 

• NICS Information Assurance policy 

 

 

 

 

 

 

https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0014600&sys_kb_id=eeac31e4871f2a146deb2fc8cebb3576
https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0014600&sys_kb_id=eeac31e4871f2a146deb2fc8cebb3576
https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0014601&sys_kb_id=9411c228875f2a146deb2fc8cebb35fe
https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0014600&sys_kb_id=eeac31e4871f2a146deb2fc8cebb3576
https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0014600&sys_kb_id=eeac31e4871f2a146deb2fc8cebb3576
https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0014600&sys_kb_id=eeac31e4871f2a146deb2fc8cebb3576
https://nics.service-now.com/kb?id=kb_article_view&sys_kb_id=e0a9e2bd9778fd90e19d36b3f153af53&table=kb_knowledge
https://nics.service-now.com/kb?sys_kb_id=a190bd0b83ed02505cc75520ceaad307&sysparm_article=KB0011607&id=kb_article_view
https://nics.service-now.com/kb?sys_kb_id=24e1b69987c6add06deb2fc8cebb3562&id=kb_article_view&sysparm_rank=1&sysparm_tsqueryId=2b404e229767f9d0e19d36b3f153afcc
https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0010476&sys_kb_id=2ca00db4878ee5d06deb2fc8cebb35c4
https://nics.service-now.com/kb?sys_kb_id=5c1215b887c229d06deb2fc8cebb35ed&id=kb_article_view&sysparm_rank=7&sysparm_tsqueryId=d212cae697a7f9d0e19d36b3f153afe1
https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0010478&sys_kb_id=b2c7465183c41a505cc75520ceaad39d
https://nics.service-now.com/kb?sys_kb_id=b186d5a9db3da300215d498039961978&sysparm_article=KB0010496&id=kb_article_view
https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0010514&sys_kb_id=4cda400a970c8690e19d36b3f153afea
https://drupdocs.intranet.nigov.net/NICS/DofComms/Cyber/NICS%20Mobile%20Device%20Security%20Policy%20V1.8.DOCX
https://drupdocs.intranet.nigov.net/NICS/DofComms/Cyber/NICS%20-%20Information%20Assurance%20Policy.pdf
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1. Introduction 

 

1.1 The NICS is committed to creating a modern and inclusive workplace which provides 

flexibility on how and where you work to support productive, efficient, sustainable and 

cost-effective business delivery. The NICS recognises the changing world of work and 

the importance of continued flexibility in its working arrangements by blending the 

benefits of workplace attendance with hybrid working to drive performance, embed a 

learning culture, improve health and wellbeing and support work life balance.  

However, it is recognised that not all business areas or job roles will be suitable for 

hybrid working. 

 

1.2 The NICS also recognises the importance of face-to-face engagement to support staff 

wellbeing and maximise learning and development opportunities and team cohesion.  

Therefore, the NICS is adopting a hybrid working policy approach to embed both the 

wellbeing benefits of spending time working together in person (i.e. less isolation 

and loneliness), and the business benefits, through more effective team working, 

and enhanced learning opportunities through day-to-day interaction with colleagues 

and customers. 

 

2. Scope of Policy   

 

2.1 The Hybrid Working policy applies to all permanent and fixed-term employees, 

agency workers and those seconded to the NICS. Hybrid working is one of several 

flexible working arrangements in the NICS. 

 
2.2 The policy sets out the principles to be applied in relation to hybrid working in the 

NICS. The Hybrid Working Procedure sets out the process for requesting, 

considering, implementing, and reviewing requests for Hybrid Working.  

 
2.3 This policy applies to working in the UK and Ireland only and does not cover 

arrangements to work overseas. Due to potential security, tax, visa and other 

complexities surrounding remote working abroad, requests for overseas working 

should not be considered under this policy. 

https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0014600&sys_kb_id=eeac31e4871f2a146deb2fc8cebb3576
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2.4 Arrangements under this policy do not create any entitlement to work from home on 

a contractual basis nor does it automatically apply that a previously agreed hybrid 

working arrangement can continue to be facilitated if you take up a new post or if the 

duties of your role change significantly. Hybrid working is subject to business need 

and the nature of the job role.     

 

3.  Hybrid Working 

 

3.1 Hybrid Working is a non-contractual, locally agreed, flexible working arrangement 

which, subject to business needs, blends working from: (i) your designated 

workplace, (ii) other work or remote locations; or (iii) home. Hybrid working by its 

blended nature requires you to attend your workplace as required for part of each 

working week. The term ‘workplace’ is used throughout to indicate your designated 

office, or where it is necessary to conduct official business, another work or remote 

location (other than your home) as agreed by line management. Connect2 hubs may 

be treated as the workplace on an exceptional basis, subject to business need and 

line management agreement.    

 
3.2 It is recognised that not all business areas or job roles will be suitable for hybrid 

working.  

 
3.3 Senior management will be responsible for: (i) fairly and consistently considering 

business need; (ii) determining the potential for job role/activities to be delivered 

through a hybrid working model (subject to the requirements of paragraphs 4.4-4.7 

below); and (iii) communicating the business area workplace minimum attendance 

requirements to line managers in their business area. For the purposes of this policy 

senior manager is defined as Grade 7 (or analogous), or for the Public Prosecution 

Service (PPS) Grade 6 or 5. Further guidance on the factors to be considered when 

determining if the job role/work activities can accommodate hybrid working is set out 

in the Hybrid Working Procedure.  

 
3.4 Line managers will be responsible for: (i) confirming the business area workplace 

attendance requirements determined by senior management to their direct 

https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0014600&sys_kb_id=eeac31e4871f2a146deb2fc8cebb3576
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reports/staff; and (ii) meeting with them to discuss and agree the implementation of 

hybrid working arrangements. 

 

3.5 If you wish to avail of hybrid working you should complete a Workstyle Agreement for 

consideration by your line manager. If you consider that your request for hybrid 

working has not been considered fairly and consistently you may appeal using the 

Uniform Appeals Procedure.  

 

3.6 If an agency worker wishes to avail of hybrid working, they should complete a 

Workstyle Agreement for consideration by their line manager.  If hybrid working is not 

accommodated and an agency worker considers the request has not been 

considered fairly and consistently, they should raise this with their Agency under the 

respective complaints process.   The Agency will consider the complaint and liaise 

with your business area as necessary. 

 

3.7 Hybrid working arrangements and Workstyle Agreements should be reviewed at least   

      annually or where: 

• a relevant change occurs, such as a change in business needs which requires 

additional attendance;  

• a request for a reasonable adjustment is made; 

• the requirements of the job role changes or additional attendance in the workplace 

is required;  

• the member of staff requests a change to the operation of hybrid working; 

• there is a change in your business area management structure;  

• the member of staff moves to a new NICS post; or 

• a performance management requirement is identified. 

 

 

 

 

https://nics.service-now.com/kb?sys_kb_id=5c1215b887c229d06deb2fc8cebb35ed&sysparm_article=KB0010479&id=kb_article_view
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4. Key Principles 

 

4.1 Hybrid working is underpinned by the following key principles: 

 

Business needs 

4.2 Hybrid working is subject to business needs. The primary focus must always be on 

meeting the needs of the Civil Service by supporting our Ministers and the Executive 

to maintain high quality public services, productivity and performance standards. 

Business needs should not be compromised in order to facilitate hybrid working.  

Workplace 

4.3 Working remotely or from home, will not change your designated office or workplace. 

Workplace includes travelling for official business [not home to workplace], visiting 

other NICS sites on official business, attending face-to-face meetings with 

colleagues, suppliers, or external organisations at their premises and face-to-face 

conferences and training. Claims for travel expenses or travelling time should be 

made in accordance with the  General Guidance for Travel and Subsistence 

policy  (9.01 of the HR Handbook) or Travelling Time Policy (8.13 of the HR 

Handbook). 

Workplace Attendance Requirement 

4.4 Hybrid working is subject to a requirement that you will attend the workplace at least 

40% of your contractual working hours per week. If you work an alternative 

working pattern, workplace attendance will be calculated on a pro-rata basis. Where 

attendance is calculated on a pro-rata basis and is less than 3hrs 45mins per week, 

the calculation may be based on, for example, a two-week basis.  

 

4.5 If you are on an apprenticeship scheme; graduate management programme; in your 

probationary period; or have moved to a new post, you are encouraged to attend your 

workplace for more than the 40% workplace attendance requirement to maximise the 

benefits of face-to-face interaction; build team cohesion; support your wellbeing; 

https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0010514&sys_kb_id=4cda400a970c8690e19d36b3f153afea
https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0010514&sys_kb_id=4cda400a970c8690e19d36b3f153afea
https://nics.service-now.com/kb?sys_kb_id=d017d9f8870629d06deb2fc8cebb354b&id=kb_article_view&sysparm_rank=1&sysparm_tsqueryId=eb806c71839ad2145cc75520ceaad33a
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learning and development; capability and mentoring opportunities; and help expand 

your professional network. Your line manager is also encouraged to attend the 

workplace along with you to support your learning and development. 

 

4.6 To ensure teams feel supported and the benefits of face-to-face interaction in the 

workplace are optimised; and a learning culture is embedded, Senior Civil Servants 

are encouraged to attend the workplace for more than the 40% minimum workplace 

attendance requirement per week.  

 

4.7 If you are in a role which requires attendance at the workplace full time and is not 

suitable for hybrid working, you should continue to attend your designated workplace 

as normal. Further information on office attendance is available in the Hybrid 

Working Procedure.  

Senior Management  

4.8 Senior management will as far as possible, subject to business need, encourage and 

facilitate hybrid working to improve business delivery, maximise efficiency and   

support work life balance. Senior management will be responsible for communicating 

and explaining to staff the business need and minimum workplace attendance 

requirements of their business area.   

 

4.9 Senior management will also encourage and promote the benefits of workplace     

attendance and face to face interaction to support team cohesion, embed a collective 

learning culture, and support health and well-being. Further guidance on work 

activities optimised through workplace attendance and hybrid working can be found 

at Hybrid Working Procedure. 

 

Line Management 

4.10 Line management will have an essential leadership role in ensuring that the 

workplace attendance requirement is adhered to by their team, taking account of 

https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0014600&sys_kb_id=eeac31e4871f2a146deb2fc8cebb3576
https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0014600&sys_kb_id=eeac31e4871f2a146deb2fc8cebb3576
https://nics.service-now.com/kb?id=kb_article_view&sysparm_article=KB0014600&sys_kb_id=eeac31e4871f2a146deb2fc8cebb3576
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individual circumstances, including any agreed alternate working patterns, or 

reasonable adjustments. 

 

Mutual Trust 

4.11 Hybrid working is built on a culture of trust where you are trusted and empowered 

to deliver set outcomes on time and to have a choice in relation to how and where 

you work. The flexibility given to you from hybrid working emphasises the importance 

of your wellbeing, by providing opportunities for you to work in different ways and to 

help improve work/life balance.  

Availability 

4.12 When operating hybrid working arrangements you are required to be available and 

contactable during your contracted working hours. There should be a clear 

understanding between you and your line manager of when and where you will be 

working and how you may be contacted during working hours. You must be available 

to your line managers as agreed and keep your line manager informed if any problems 

arise in this regard. If flexi time arrangements are being operated alongside hybrid 

working, you must adhere to core hours requirements as provided for at section 3.3 

of the Alternative Working Patterns Policy.  

 

Flexibility 

4.13 Flexibility is required from senior management, line management and staff for hybrid 

working to be successful. There is benefit from teams collectively attending their 

designated workplaces together as this helps build collaboration and workplace 

connectedness.  It is recommended that line managers hold team engagement 

sessions / days as these are also of value and you should be flexible to ensure you 

can attend the workplace when these sessions are arranged by managers. Managers 

shall ensure where possible, adequate notice is provided.   

 

 

https://nics.service-now.com/kb?sys_kb_id=a190bd0b83ed02505cc75520ceaad307&sysparm_article=KB0011607&id=kb_article_view


 

Page 11 of 12 
 

 

Health and Safety 
 

4.14 Your health and safety is of paramount importance. Completion of a Health and    

Safety risk assessment and a Display Screen Equipment assessment must be  

carried out prior to the commencement of hybrid working arrangements. To support 

this, departments have developed electronic General Risk and DSE Homeworking 

checklists. 

 

 

Care arrangements 

4.15 Hybrid working is not a substitute for suitable care or formal caring or childcare 

arrangements. If you have dependents that need to be looked after during your 

contracted working hours, whether you are working at home or in the office, then 

appropriate care arrangements should be put in place to cover the time when you are 

working. For further information see the  Alternative and Flexible working policy and 

for support for carers please see the NICS Supporting Carers Guide.  

 

Reasonable adjustments 

4.16 Requests to work from home or to work from another location as a reasonable 

adjustment due to disability are separate to requests for hybrid working under this 

policy.  Line managers are reminded of the legal requirement to consider requests 

made for reasonable adjustments under the Disability Discrimination Act 1995. 

Guidance on requesting and considering reasonable adjustments are available at 

Reasonable Adjustments.  

Policies and procedures 

4.17 When operating a hybrid working arrangement you must fulfil the requirements of 

your Workstyle Agreement and continue to comply with your obligations as a civil 

servant under the Code of Ethics and remain bound by all organisational policies and 

procedures, including the Standards of Conduct policy, Use of Electronic 

https://nics.service-now.com/kb?sys_kb_id=c11478e497ce29d0fd41b6a3f153af95&sysparm_article=KB0013846&id=kb_article_view
https://nics.service-now.com/kb?sys_kb_id=c11478e497ce29d0fd41b6a3f153af95&sysparm_article=KB0013846&id=kb_article_view
https://nics.service-now.com/kb?sys_kb_id=a190bd0b83ed02505cc75520ceaad307&sysparm_article=KB0011607&id=kb_article_view
https://drupdocs.intranet.nigov.net/NICS/DofComms/NICSHR%20documents/Civil%20Service%20Guide%20-%20Supporting%20Carers%20(D15%2012.06.24).pdf
http://nics.intranet.nigov.net/nics/articles/reasonable-adjustments
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Communications policy, and Information Management and Data Protection policies 

and procedures.   

Equality 
4.18 The NICS has a strong and clear commitment to equality, diversity and inclusion. 

Equality is a cornerstone consideration in the development and review of all HR 

policies that determine how staff are recruited and appointed, their terms and 

conditions, how they are managed and developed, assessed, recognised and 

rewarded.  You are reminded of your responsibility to be aware of, and apply, the 

NICS Equality, Diversity and Inclusion policy. 

 

 

https://nics.service-now.com/kb?sys_kb_id=3a00e685dbbd6300215d4980399619c2&sysparm_article=KB0010472&id=kb_article_view

