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Introduction 
This policy sets out Cornwall Hospice Care’s approach to hybrid working, which allows 

employees to split their time between attending the office and working at home.  

 

Hybrid working is an important element of our: 

• strategy for adapting to, and thriving in, the new working environment following the 

coronavirus pandemic; and 

• commitment to supporting a positive work-life balance for our employees. 

 

Please note: hybrid working is not a substitute for childcare.  

 

Who is covered by hybrid working? 
Support office roles that are office-based can be considered. However, some roles require 

face to face interaction and have responsibilities that can only be performed in the office.  

 

Roles will be determined by your Head of Department, subject to approval by a member of 

the Executive Team.  

 

Regular reviews will be undertaken of those working from home ensuring Cornwall Hospice 

Care retains the flexibility to change the working arrangements in the future as and when 

required.  

 

Split between attending work and working remotely 
Expected level of attendance at the office 

We expect most employees to spend 40% to 60% of their working time at the office.  

Your Head of Department will determine the days on which you are expected to attend the 

office and the days on which you are expected to work remotely. 

 

The number of days per week each employee spends attending the office compared with 

working remotely will vary, depending on: 

• their individual circumstances. 

• the nature of their role. 

• what is happening within their role and team at any particular time; and 

• the needs of our organisation, including the space we have available at our work 

locations. 

 

Taking individual circumstances into account 
Cornwall Hospice Care recognises the benefits of being flexible and that this schedule may 

not be suitable for some. Please speak to your line manager if you would prefer to continue 

working in the office for your contracted hours. 

 

Our workforce's need to be flexible 
Given the degree of flexibility that our hybrid working arrangements provide, we expect our 

workforce to be flexible. 

 

You may be required to attend work on particular days at the request of your line manager, 

for example meetings that your line manager has determined are best conducted in person. 
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Similarly, there may be circumstances in which we ask employees to work remotely when you 

would otherwise expect to attend the office, for instance: 

• for operational needs, for example if we have too many employees attending the office 

on specific days; or 

• for coronavirus-related reasons, for example in the event of a lockdown /government 

guidance that employees should work from home if they can. 

• for business continuity, for example in the event of a fire, flood or adverse weather 

conditions. 

 

In such cases, you will be given as much notice as possible. 

 

Arrangements whilst attending the office 
Working hours 

For days on which you are attending the office, your normal hours of work are set out in your 

contract of employment. 

 

Workspaces 

Our employees are provided with their own or a shared workspace. Please ensure that at the 

end of each day on which you are attending work, you leave your workspace tidy as others 

may use this space whilst you are working from home.  

 

Arrangements whilst working remotely 
Office space 

A suitable room / space, separate from communal areas, should be used when working from 

home i.e., study/office or spare bedroom which is set up as an office. Consideration should 

be given to the confidential nature of your role.  

 

Working hours 

Whilst working remotely, you must be available and working during your normal hours of 

work, as set out in your contract of employment. You should endeavour to only send or read 

emails within your contracted working hours to support your work life balance and mental 

well-being.   

 

Sickness 

When working remotely, if you are sick and unable to work, our Sickness Policy applies. 

 

Technology and equipment 

To assist you to work remotely, you are provided with the following:   

• a laptop computer.  

 

The following equipment is also available to assist with remote working, if required:  

• monitor 

• keyboard 

• mouse 

• desk 

• chair 
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Please discuss any assistance requirements with your line manager. An individual needs 

assessment will be undertaken. Assistance will be provided, as deemed necessary, on a case-

by-case basis. IT Equipment will be determined and authorised by the IT department   

 

If printing is necessary, this should be done whilst in the office.  

 

Office desk phones should be diverted to either a personal mobile or home telephone number.  

 

It is important that you must take care of any equipment you are provided with and that you 

notify your line manager and the IT Helpdesk of any faults that occur.  

 

If you need any equipment, please discuss this with your line manager. 

 

Costs of Homeworking 
The costs of electricity, water, heating, telephone, broadband, and other utilities will not be 

covered by Cornwall Hospice Care.  These costs will remain the employee's responsibility.  

 

Please refer to HMRC guidance for tax allowances.  

 

Health and Safety 
A homeworking assessment is required to be completed for all those working from home.  

 

You should liaise with your line manager to ensure that your remote working set-up is 

appropriate and that you are working in a safe manner. However, you must also take 

responsibility for your own health and safety and that of anyone else who is affected by your 

work, for example, others in your household when you are 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. 

 

An appropriate office desk and chair should be used in your home workspace.  

 

Data Protection 
Employees who are working remotely are responsible for keeping information associated with 

Cornwall Hospice Care secure at all times.  

 

Specifically, remote workers are under a duty to: 

• practise good computer security, including using a unique password for your work 

laptop and any other devices you may use for work. 

• 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, for example by:  

o positioning your laptop so that others cannot see the screen. 

o not leaving your laptop unattended; and 

o not having confidential/business-sensitive conversations in public spaces. 
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In addition, the laptop and any other equipment provided must be used for work-related 

purposes only and must not be used by any other member of your household or third party at 

any time or for any purpose. 

 

Requesting flexible working 
This policy focuses on how Cornwall Hospice Care operates hybrid working, but there are 

other forms of flexible working. If you have 26 weeks' service with us, you retain the right to 

make a ‘flexible working request’, whether or not hybrid working is available for your role or 

department. 

 


