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Policy Title NCG Hybrid Working Policy 

Policy Category Compliant 

Owner People and Development Director 

Group Executive Lead  Chief Executive Officer 

Date Written December 2021 

Considered By N/A 

Approved By Executive Board 

Date Approved February 2023 

Equality Impact Assessment The implementation of this policy is not considered to have a negative impact on 
protected characteristics and an assessment was carried out on DATE. This policy 

is available in alternative formats, if required 

Freedom of Information This document will be publicly available through the Groups Publication Scheme. 

Review Date January 2024 

Policy Summary 
The purpose of this policy is to provide colleagues with an understanding of hybrid 

working within NCG. 

 

Applicability of Policy Consultation Undertaken Applicable To 

Carlisle College Yes     Yes 

Group Services Yes    Yes 

Kidderminster College Yes     Yes 

Lewisham College Yes    Yes 

Newcastle College Yes    Yes 

Newcastle Sixth Form College Yes     Yes 

Southwark College Yes     Yes 

West Lancashire College Yes     Yes 

 

Changes to Earlier Versions 

Previous Approval Date Summarise Changes Made Here 

New NCG policy due to changes in working practices across NCG 

  

  

 

Linked Documents 

Document Title Relevance 

NCG Flexible working policy Formal process for requesting flexible working guiding by statute.  
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Equality Impact Assessment - December 2021 

 Judgement  Explanatory Note if required  

EIA 1 - Does the proposed policy / procedure 

align with the intention of the NCG Mission 

and EDI Intent Statement in 2.0? 

Yes   

EIA 2 - Does the proposed policy / procedure 

in any way impact unfairly on any protected 

characteristics below? 

 

 

 

Age No  

Disability / Difficulty  No  

Gender Reassignment  No  

Marriage and Civil Partnership  No  

Race  No  

Religion or Belief  No  

Sex No  

Sexual Orientation No  

EIA3 - Does the proposed policy / processes 

contain any language / terms / references / 

phrasing that could cause offence to any 

specific groups of people or individuals? 

No  

EIA4 - Does the policy / process discriminate 

or victimise any groups or individuals? 

No  

EIA 5 - Does this policy / process positively 

discriminate against any group of people, or 

individuals? 

No  

EIA 5 - Does this policy / process include 

any positive action to support 

underrepresented groups of people, or 

individuals? 

No  

EIA 6 - How do you know that the above is 

correct? 

This policy has been through a broad range of 

consultation. Developed following discussions 

via a ‘Project Board’, Trade Unions, People & 

Development and NCG Executive 
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NCG Hybrid Working Policy  

 

1. Scope and Purpose of Policy 

This policy does not form part of colleague’s contract of employment and does 
not confer any contractual rights. It applies to all NCG colleagues who are 
employed either on a permanent or temporary basis. 

 

2. Introduction 

The purpose of this policy is to manage hybrid working fairly and consistently, to 
ensure colleagues are treated equally where ever they are based, and that hybrid 
working is carried out safely and in accordance with our current legislation. This 
policy sets out the conditions on which hybrid working will be allowed and the 
terms that apply to all hybrid workers. Any reference to "workplace" in this policy 
is a reference to the place of work as specified in your contract of employment or, 
where not specified, your usual place of work when you attend our premises. 

 

3. Referral to an alternative policy / procedure 

Where there is a request to amend a colleague’s working week, then the matter 
should be managed in line with the NCG Flexible working policy. 

 

4. Hybrid Working 

A hybrid working arrangement is an informal flexible working arrangement which 
allows colleagues to split their working time between the workplace and an 
agreed remote working location, such as home. It is not a change to contract of 
employment and place of work.  

Hybrid working arrangements will differ depending on the nature of a colleague’s 
role, duties and responsibilities and are subject to agreement with their manager 
and a relevant member of the College SLT or Group Executive.  

Any hybrid working arrangement is subject to colleagues attending their 
workplace when required, to meet the needs of the business i.e. to attend 
meetings or to be on site at specific times. The remaining working time may be 
worked from the workplace or a remote working location, as agreed by the 
manager and the relevant member of the College SLT or Group Executive.  

As this is not a change to contract of employment, there is no change to work 
location, colleagues will be expected to pay for their own travel to work. Any 
travel expenses will need to be claimed with the usual home to work deductions.  
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5. Trial and Review Periods 

All hybrid working arrangements will be subject to a trial period of three months. 
During the trial period the hybrid working arrangements will be monitored. At the 
end of the trial period managers will review and discuss with colleagues to ensure 
it is working for both parties and if it is appropriate to be continued. 

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

Hybrid working arrangements agreed in accordance with this policy are 
discretionary and may be terminated in accordance with paragraph 14.  

 

6. Conditions necessary for hybrid working 

Not all roles are suitable for hybrid working. A hybrid working arrangement 
is unlikely to be agreed if: 

• A colleague’s role requires them to be present in the workplace to perform 
their job. This includes, where the role involves a high degree of personal 
interaction with colleagues, students, third parties or involves equipment that 
is only available in the workplace. 

• There are performance concerns. 

• A colleague needs training and / or supervision. 

• A colleague’s role requires them to be present during business-critical times, 
including enrolment periods. Any hybrid working arrangement may be paused 
during such periods in order to meet the needs of the business.  

 

6.1. NCG has identified the following categories for determining whether 
colleagues are likely to be able to be follow hybrid working.  

Colleagues not based at a college 

Colleagues who were previously based at Rye Hill House normally within 
Professional Services, or who worked from home prior to the pandemic, 
where their work is not tied to a single college may work in a hybrid way and 
arrangements will be agreed with line managers.  

 

Colleagues usually based at a college in roles that do not normally require 
student contact 

For colleagues who do not have face to face student contact, and previously 
attended a college for their working time, and were expected to return to 
college. Colleagues in this group can apply for hybrid working. Through 
discussion and agreement with managers they should establish whether it is 
possible for colleagues to work in a hybrid way, whilst still undertaking their 
full range of responsibilities. Any hybrid working request will be based on 
ensuring there is still a high level of service to students and teachers.  
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Teaching colleagues and those providing face to face services to learners 

Being able to offer ‘face to face teaching, and student services’, is the main 
priority. Teachers, apprenticeship delivery teams, student services and 
learning resources colleagues are required on site and it is not expected that 
they will be able to work in a hybrid way. In any instance where hybrid 
working is agreed colleagues in this group need to remain contactable to 
colleagues, their manager and students as appropriate, at all times during 
their working hours.  

 

6.2. Colleagues who are working under a hybrid working arrangement agree 
to: 

• Have a suitable working environment at their remote working location 
that enables them to carry out their role effectively. 

• Continue to work the hours required as stated in their contract of 
employment. 

• Work independently, motivate themselves and use their own initiative. 

• Manage their workload effectively and complete work to set deadlines. 

• Identify and resolve any new pressures created by working from a 
remote working location. 

• Adapt to new working practices, including maintaining contact with their 
manager and colleagues at work. 

• Exercise flexibility with regard to requests to change the hybrid working 
arrangement, including to the days, times and location to meet the 
needs of our business. 

• Determine any resulting tax implications if there are any. 

• Plan for the care of any children or other dependants when they are 
working from their remote working location, hybrid working is not for 
childcare and proper childcare should be in place so you can work 
uninterrupted. 

• Finance any travel and / or related expenses incurred when travelling 
to and from their remote working location and their workplace. 

• Agree to attend the workplace or other reasonable location for 
meetings, training courses or other events which NCG expect them to 
attend. 

• Understand that when they do attend the workplace, they may have to 
hot desk or share a desk with other colleagues. 
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7. Applying for hybrid working 

Where a colleague wishes to apply to work in a hybrid way, they should let their 
manager know in writing. The manager will discuss this with the colleague and, if 
appropriate, agree how the arrangement will work. In some cases, and 
depending on the nature of the role it may be agreed that colleagues have 
complete flexibility about when and where they work. In other cases, a formal 
structure may be agreed, setting out when and where colleagues will work during 
their usual working hours. 

The outcome will be confirmed in writing outlining any next steps, where 
appropriate. Where a colleague’s application is declined, the reason will be 
explained. 

 

8. Location 

A colleague’s primary remote working location should be agreed with their 
manager and relevant member of the College SLT or Group Executive in 
advance.  

A colleague’s primary remote working location must be within commuting 
distance of and within the same country as their workplace unless written 
approval has been provided by the College Principalship or Group Executive.  

Where a colleague wishes to work from a different remote working location at any 
time during your hybrid working arrangement, this will need to be agreed with 
your manager and relevant member of the College SLT or Group Executive in 
advance and is subject to their written approval.  

If we do agree to you working from a different remote working location at any time 
during your hybrid working arrangement, this will normally be a temporary 
arrangement and be subject to our right to require you to return to your primary 
remote working location with one months’ notice. 

 

9.  Health and safety 

Colleagues working from a remote working location have the same health and 
safety duties as other colleagues. Colleagues must take reasonable care of their 
own health and safety and that of anyone else who might be affected by your 
actions and omissions i.e. other members of your household. Colleagues must 
complete standard NCG health and safety courses relevant to your role, read the 
health and safety policy and use all equipment safely. 

In order to identify any potential health and safety hazards at a colleague’s 
remote working location and take appropriate steps to minimise risk, NCG retains 
the right to carry out a health and safety risk assessment before or shortly after 
you begin hybrid working.  

Colleagues must ensure that their working patterns and levels of work when 
working remotely is not detrimental to their health and wellbeing. Where a 
colleague has concerns about their health or wellbeing arising as a result of their 
workload or working pattern, they should inform their manager without delay so 
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that appropriate measures can be discussed, and arrangements made to address 
concerns.  

 

10. Equipment and suitable workspace 

NCG will provide the relevant IT equipment to work from home i.e. laptop, 
keyboard etc. Colleagues are responsible for ensuring that they have sufficient 
and appropriate workspace for working from their remote working location.  

To arrange installation or service of any equipment that we provide, colleagues 
should contact the IT department which can guide you through the process 
remotely. If this is not possible, a colleague should visit a NCG site for support.  

When colleagues are travelling between their remote working location and their 
workplace they must keep equipment secure at all times. 

On termination of a hybrid working arrangement or on termination of employment 
colleagues should return all NCG equipment. 

It is a colleague’s responsibility to ensure they have a suitable workspace at their 
remote working location with adequate lighting for working.  

Where a colleague has a disability, they should discuss with their line manager if 
they require any special equipment to enable them work from their remote 
working location comfortably. NCG will bear the reasonable cost of providing any 
special equipment or making any necessary adjustments to your remote working 
location to enable you to work from there. 

NCG are not responsible for the associated costs of you working from your 
remote working location, including the costs of heating, lighting, electricity, 
broadband internet access, mobile or telephone line rental or calls. 

 

11. Insurance requirements 

Where a remote working location is a colleague’s home address, they are 
responsible for ensuring that working from home will not potentially invalidate the 
terms of their home insurance. Colleagues should ensure that they check their 
home insurance policy before commencing hybrid working and inform their home 
and contents insurance provider of their working arrangements as required. 

When colleagues are working from a remote working location they are covered 
as normal by NCG insurance. Any accidents must be reported immediately to 
your line manager in accordance with our health and safety policy. 

 

12. Data security and confidentiality 

Colleagues are responsible for ensuring the security of confidential information in 
their remote working location and when travelling to and from your workplace. 
When working from your remote working location colleagues must: 

a) Use the designated NCG VPN OR multi-factor authentication. 
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b) Comply with NCG instructions relating to software security and implement 
all updates to equipment as soon as you are requested to do so. 

c) Personal devices should not be used for work purposes. 

d) Send work-related emails and messages through NCG designated 
communication facilities. 

e) Ensure no one else in their remote working location has access to 
confidential information stored on your [personal] computer or other 
devices. 

To comply with data protection obligations, colleagues will only store or process 
company data or personal data on equipment which has been provided by or 
authorised by NCG.  

 

13. Termination of hybrid working arrangement 

NCG reserve the right to terminate any hybrid working arrangement, due to a 
change in business needs, performance concerns or where a colleague’s role 
changes and hybrid working is no longer suitable, subject to appropriate notice. 

Where a colleague wishes to terminate their hybrid working arrangement, they 
must give their line manager one month's notice OR to allow us to arrange a desk 
space for you in the workplace and collect any equipment that is no longer 
required. 

 

14. Variations to this policy / procedure  

This procedure is intended as an overview of how hybrid working is managed, 
however, it may need to be adapted to suit the needs of each situation.  

 


