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Blended Working Policy Framework
 
1. [bookmark: _Toc99528732]Context and Policy Objectives

[bookmark: _Toc99528733]Introduction

Blended working, in the local government sector, reflects the implementation of government policy that public sector employers move to 20% remote working.  It will also enable the sector to provide for the proposed statutory entitlement of every employee to request the right to work remotely.

The implementation of blended working in the local authority sector will at its fundamental starting point focus on the organisational needs of the local authority.  At its core, the provision of public services and facilities by local government is by public facing service delivery.  Local government is committed to excellence in the delivery of our broad range of services and the quality of our customer service.  In this context, the Local Government Blended Working Policy Framework sets out how we can implement blended working while maintaining our commitment to the delivery and improvement of the highest standard of public services directly to citizens and local communities.

Blended working will now become part of the flexible working policies such as work sharing and the shorter working year scheme, which have been successfully implemented in the sector.  Similar to existing policies, it will be a matter of choice for the employee if they wish to apply for blended working and similar to these policies, will be reviewed on a specific period basis. 

[bookmark: _Toc81230743][bookmark: _Toc86153699][bookmark: _Toc99528734]Blended Working definition

Blended working is a combination of office based/on-site and remote working which can be undertaken at home, in a hub or alternative office-based location.

Blended working, where consistent with the organisational needs of the local authority and where a role is deemed suitable, enables a local authority (subject to certain criteria) to offer a choice to an employee of the location where their role will be undertaken.  Whilst this does not change the nature of the role or the substantive duties to be carried out by the employee, it will require all employees to be more flexible in the undertaking of their duties both in the remote and office-based environment. 

Unless otherwise specified, a blended working agreement does not alter the fundamental employer/employee relationship.  In accepting a blended working agreement, the employee accepts the criteria and rules applying in the local authority policy. 

Blended working does not alter the right of a local authority to assign employees to their roles and grades.

Unless otherwise specified, all existing HR policies continue to apply to employees who are approved for blended working.

[bookmark: _Toc81230744][bookmark: _Toc99528735]Policy objectives 

The key objectives of this Blended Working Policy Framework are to: 

· Ensure, as the primary objective, the continuity, further development and improvement of high-quality services to the public. 
· Enable local authorities to formulate tailored blended working approaches that best meet customer and service needs and the needs of their employees, within the overall framework. 
· Reflect the importance and benefits which accrue to all employees through attendance in the workplace which facilitates teamwork, mentoring, coaching, induction, sharing knowledge and socialising with colleagues. 
· Ensure that the sector remains an employer of choice by widening talent pools with potential access to blended working options.
· Support employee engagement, innovation, and productivity by providing options for additional flexibility, complementing the existing suite of flexible working options the local authority currently provides (e.g. Shorter Working Year, Career Breaks, Work-sharing etc.), and by offering options for reduced commutes and improved work life balance for all employees. 
· Further leverage the roll-out and implementation of digital technology in the way we work, thereby supporting government and EU policy in relation to digital public services.
· Support the new Public Sector Decarbonisation Strategy, which has set a public sector decarbonisation target of at least 50% by 2030. 
· Deliver economic benefits by aligning with some of the aims of Our Rural Future – Rural Development Policy 2021 – 2025, and wider Project Ireland 2040 objectives for sustainable regional, rural and urban development.
· Take a holistic view and focus on rethinking the three components of Process, People and Place, within the overall objective of service delivery, by the local authority.
· Examine the suitability of services to be delivered, reflecting the need for attendance at existing workplaces and/or remotely, in a blended working environment.
· Examine the people aspects of blended service delivery. 
· Examine infrastructural and systems support required to enable blended service delivery.

[bookmark: _Toc81230749][bookmark: _Toc86153701][bookmark: _Toc99528736]Challenges to be addressed

The local authority sector will embrace the opportunities that blended working presents, while having regard to the challenges that will need to be addressed.  These include: 

· Ensuring that the local authority can deliver quality customer service and that service performance standards are maintained and improved. 
· Managing interaction with colleagues, thereby ensuring that the strong existing organisational culture and cohesiveness within local authorities is preserved and continues to flourish. 
· Ensuring that organisational culture adapts to the opportunities of blended working and that visible support is provided at a leadership level. 
· Continuing to ensure effective team working and communication within and across departments, shared culture, ownership and collegiality; as well as effective induction, probation, performance management, mentoring and career supports for all employees. 
· Developing the capability and capacity of line managers to manage and support the effectiveness and wellbeing of employees, in a blended working environment. 
· Evolving existing performance management systems with clear, effective and auditable performance measures that facilitate enhancement of productivity and quality of service delivery.
· Putting in place the technology and digital infrastructure to support a productive blended working environment. 
· Ensuring that blended working supports our Public Sector Duty responsibilities in relation to equality, diversity and inclusion. 



2. [bookmark: _Toc81229186][bookmark: _Toc99528737][bookmark: _Toc65754904][bookmark: _Toc65757033]Key Principles

[bookmark: _Toc81229188][bookmark: _Toc99528738]Supporting local authority business needs and service delivery

The blended working model will have as its core the delivery of high-quality services by the local authority and should not, in its implementation, affect the delivery of services and should seek to improve service delivery. The ability to successfully meet increasing demands upon the services provided by local authorities while working remotely must be the foremost consideration for local authorities in determining the suitability of blended working, as this is key to the approval of any blended working arrangement. 

Blended working presents an opportunity to meet business needs in a new way of working; to enhance service delivery; build upon the ‘digital first’ approach to service improvement; underpin business continuity and improve the performance of local authorities provided the role being performed is suitable to be carried out remotely.  

Access to blended working will not be an automatic entitlement, nor will an employee be entitled to retain a blended working arrangement where the role, function, or task and/or individual is no longer deemed suited to blended working. 

[bookmark: _Toc86756894][bookmark: _Toc99528739]Leadership and Management 

Support for blended working from Council Management will be critical to ensuring the success of this new way of working by championing and demonstrating a culture of flexibility, agility, trust and innovation and assisting with embedding this organisational change. 

[bookmark: _Toc81229190][bookmark: _Toc99528740]Employer of Choice

Individual local authority policies must have regard to wellbeing, work-life balance/integration and the need for a safe and productive working environment. 

The local authority sector continues to be an inclusive and progressive employer that is responsive to the needs and preferences of its workforce, through its employment policies and practices.  Implementing blended working aligns with our strategic priority to ‘Be an Employer of Choice’, offering an environment where talented people choose to work and choose to stay. 
[bookmark: _Toc99528741]Transparency and Consistency 

Transparency and consistency is imperative to build the trust and confidence required to implement blended working. Regular communication with consistent messaging and a fair and robust decision-making and review process is crucial. 

In the interest of a fair decision-making process, no employee can have automatic access to a blended working arrangement on the basis that they have previously worked remotely. It is important to acknowledge that the number of employees and/or the percentage of time employees are approved to work on a blended basis at any one time may be limited based on business needs. To ensure fairness and equity to all employees on an ongoing basis, blended working will not be indefinitely guaranteed to any employee, as rotating may be required in order to support customer and business needs, employee mobility and career development. 

The management and operation of blended working within local authorities should be reviewed on an ongoing basis to ensure consistency in the implementation of blended working policies.

[bookmark: _Toc81229193][bookmark: _Toc99528742]Safety, Health and Welfare

The health and safety of all employees is of paramount importance.  Both the employer and employee have responsibilities in this area.  

[bookmark: _Hlk83328808]Under the Safety, Health and Welfare at Work Act 2005, local authorities have a duty to ensure, so far as is reasonably practicable, the safety, health and welfare of their employees.  This applies regardless of the location where the work is being carried out, whether it is at the local authority’s premises, a hub or shared workspace, or at the employee’s home.  Local authorities need to consult with their employees to satisfy themselves that the employee’s workstation and equipment are suitable for their work, to determine if there are any specific risks regarding working remotely and to provide any information, training, support or instruction required.  This includes that a risk assessment, including an assessment of equipment and ergonomics, is to be carried out (details of this process are outlined in Appendix III).  Local authorities must take appropriate protective and preventative measures following on from that risk assessment, including following up to ensure the necessary amendments have been made to mitigate any identified risks. 

Local authorities should comply with their own obligations and bring the employee obligations to the attention of their employees.  They should ensure that such obligations are referenced in the local authority’s Blended Working Policy.  Local authorities and their employees must comply with their obligations under the Safety, Health and Welfare at Work Act. Information on health and safety obligations is available in Appendix III.


[bookmark: _Toc65754914][bookmark: _Toc65757043]


3. [bookmark: _Toc81229194][bookmark: _Toc99528743]Implementing Blended Working

[bookmark: _Toc81229195][bookmark: _Toc99528744]Scope

It is a matter for each local authority to develop its own Blended Working Policy, consistent with this national framework.  The policy must consider the functional and operational needs of each local authority, having due regard to national and sectoral policy to ensure consistency.  This consistency should reflect in the application of blended working to grades, roles, and functions across the sector and taking into account the individual service delivery models/process of each local authority.  

In developing the balance of workplace attendance and remote working, in either a hub or at home, local authorities may consider a consistent application across the sector but will also obviously have to reflect the objective individual functional and operational requirements of each local authority, reflecting roles where physical presence is essential.  On an individual basis, in addition to suitability of the role the capacity of each employee to undertake blended working, will also have to be objectively assessed.  This will include an assessment of logistical requirements including the quality of broadband connectivity and the need to ensure full compliance with data protection and health and safety requirements.  In addition, such an assessment, will include the capability and experience of the employee, and for employees that are new to the organisation who will need to build relationships and learn about the organisation itself.

In its initial implementation blended working agreements will be for a trial period. In general, the trial period should last no less than three months and no more than six months.   Thereafter each blended working arrangement will be subject to ongoing review and a formal review on an annual basis 

[bookmark: _Toc99528745]Blended Working Agreement

A Blended Working Agreement will be put in writing.  A sample template document has been developed.

Terms and conditions of employment are not altered by virtue of blended working.

Existing contractual arrangements will continue to apply to employees under blended working arrangements, including the application of all policies and procedures.

[bookmark: _Toc99528746]Location

It will be solely a matter for the local authority to determine the locations from which blended working will operate.  The application of blended working requires that the employee must remain available, whilst working remotely, to attend the workplace at short notice, therefore the remote working location must facilitate this and with the exception of persons residing in Northern Ireland remote working outside of the state will not be facilitated. Where remote hubs are utilised, these will be determined and agreed by the local authority.

[bookmark: _Toc81229196][bookmark: _Toc99528747]Assessing Blended Working Requests

Both at sectoral and individual local authority level, objective assessments will be undertaken to provide advice to all employees on those services and functions that are required to be carried out on-site or in the office.  All applications for blended working will be considered in a fair and equitable manner.

[bookmark: _Hlk86156940]Arrangements must be included within individual policies, to ensure transparency and fairness, as regards access to blended working options. 

· Right to request – employees will have the right to request the option of blended working within the policy of their local authority. 

· Right to refuse - employers will have the right to refuse blended working arrangements and will retain the right to require employees to attend the workplace having regard to business needs. 

· Suitability - reflecting the nature of local government services, a significant proportion of services and specific tasks and activities cannot be delivered remotely.  Availability and patterns of blended working will be based on business needs and the suitability of the role at any point in time, which may be subject to change, should the business needs dictate.  Access to blended working, will not be an automatic entitlement, nor will an employee be entitled to retain a blended working arrangement where the role, function, or task and/or individual is no longer deemed suited to blended working. 

· An evolving policy – blended working policies will continue to develop to reflect the impact of new ways of working across the local government sector.

[bookmark: _Toc81229197][bookmark: _Toc99528748][bookmark: _Hlk85624577]Process for Applications

Applications for blended working will be via the Performance Management Development System (PMDS) which will be utilised to assess the suitability of a role, function, task and applicant for blended working.  

Existing approaches to Personal Development Plans can be modified, to allow for blended working assessment, within the existing planning and review processes.
  
Further to the agreement by the employee and the line manager to the feasibility of a blended working approach, as part of the PDP, the employee will need to submit a Blended Working Application Form to their line manager.

[bookmark: _Toc81229198][bookmark: _Toc99528749]Assessment

As part of their planning for the implementation of blended working, local authorities will conduct a high-level exercise to identify the roles that are suitable (in whole or in part) or unsuitable for blended working. It will be essential that this reflects the individual business needs of each local authority which may on the basis of the size structure and service delivery significantly differ. The following criteria will be used for this exercise:

· requirements for customer-facing service delivery at local authority premises.
· performance of tasks that have a high degree of manual work requiring attendance at a physical work location.
· Ongoing requirements to supervise and manage staff at physical work locations
· requirements to access particular technologies/equipment/data accessible only on-site.
· performance of support tasks that must be provided on-site. 
· performance of tasks that are more efficiently carried out on-site. 
· operational issues, or other issues related to the local authority as a whole.

Requests for blended working will be assessed and approved by management on a case-by-case basis and will be subject to the operational needs of the organisation.  Decisions will consider the role and the employee’s suitability for blended work as well as the employee’s agreement with the provisions in the local authority’s blended working agreement. All applications for blended working should be evaluated on the basis of criteria set by the local authority under the following broad principles;

· customer and business needs and role suitability 
· employee suitability, and 
· suitability of designated workstation. 

The following overarching criteria should be used:

· [bookmark: _Toc46242401][bookmark: _Toc46326791][bookmark: _Toc46329132][bookmark: _Toc46330332][bookmark: _Toc48643966][bookmark: _Toc48644358][bookmark: _Toc58334322][bookmark: _Toc58407722][bookmark: _Toc58408609][bookmark: _Toc64468934]the ability to meet the customer and business needs of the local authority;
· the ability to maintain the required level of service quality;
· team performance and team collaboration;
· organisational costs; and
· the extent of blended working arrangements available in the local authority. 

More detailed consideration of the following should also be included in decision making:

· The organisation and customer service needs continue to be delivered to the same level and capacity as the existing on-site workplace environment.
· The role must have responsibilities that can be, at any given time, conducted from a remote location without affecting service quality or organisational operations.  
· The operational needs of the local authority can be met regardless of the location of the employee.
· [bookmark: OLE_LINK1]The role can be undertaken off-site without disruption to the flow of work and communication (e.g., availability by phone and email, websites, shared servers can be accessed remotely).
· Full and effective participation in meetings can be done, via phone and corporate tools (e.g., Microsoft Teams) without hindering in-office employees’ ability to conduct meetings and communicate efficiently and effectively.
· The need to access physical files, specialist equipment, customer facing services, requirement to attend physical meetings, etc.
· The need to access technologies/equipment accessible only on-site.
· Customer-facing service delivery, which requires, attendance at the employer premises.
· Performance of tasks that are more efficiently carried out on-site.
· Ability to ensure that remote working can be undertaken in a cyber and data secure environment.

[bookmark: _Toc81229200][bookmark: _Toc99528750]Suitability of applicant

Criteria to be included in the assessment of individual suitability may include, but shall not be limited to:

· Demonstration of satisfactory performance (PMDS).
· Demonstrates the ability to prioritise and manage time/workload effectively with minimal direction/oversight.
· Satisfactory compliance with time and attendance policy and procedures.
· Demonstrates delivery of results.
· Is not subject to an ongoing disciplinary process or hold a live record of disciplinary action on file.
· Meets health and safety requirements as detailed in Appendix III.
[bookmark: _Toc81229201]
[bookmark: _Toc99528751]Suitability of location

Blended working is not solely limited to working from home.  Consideration should be given to remote working hubs and suitable alternative local authority office bases for blended working.  Remote working hubs and suitable alternative local authority office bases will also provide opportunities for socialisation with colleagues.  For employers, remote working hubs offer the chance to have their employees working closer to their homes but still within an office environment.

Criteria to be included in the assessment of location suitability may include, but shall not be limited to:

· Home, hub, or alternative office-based location.
· Availability of reliable high speed broadband accessibility (see Appendix II).
· Health and safety risk assessment, as detailed in Appendix III.
· Equipment requirements etc.
· Costs associated with the provision of equipment and workstation setup.
· Insurance.




[bookmark: _Toc99528752]Health & Safety assessment

Each employee’s remote working environment will be different, whether it is the individual, the type of work to be carried out, workstation location or equipment required.  Employees will complete a self-assessment form identifying any potential risk and confirming that their workstation meets the relevant health and safety requirements.  Following the health and safety assessment and provisional approval for blended working, an employer should, where it is reasonable to do so and necessary for the employee’s work, provide appropriate furniture and equipment. Employers must inform employees that the employer reserves the right to audit the workstation to ensure compliance with health and safety standards.

Any approval provided is provisional pending the following steps:
· Completion of appropriate training by the applicant in relation to their designated workstation set up.
· Completion of the Blended Working Health & Safety Assessment. 

The process for this and a sample Display Screen Equipment and Workstation Assessment form is outlined in Appendix III.
[bookmark: _Toc65754953][bookmark: _Toc65757059]
[bookmark: _Toc99528753]Indemnity

Indemnity will apply to claims which occur in the home where there is negligence on the part of the employer(s), its servants and/or agents for claims for personal injury and/or third-party property damage as a result of their activities on the part of their organisation. indemnity will not cover the homeworker for injuries/damage which were not related to their employment.

Home Insurance: Where a formalised blended working arrangement has been agreed between employer and employee, and where the employee has home insurance, it is recommended that the employee notify their insurers of their blended working arrangements. 
Indemnity will apply if there is negligence on the part of the employer, however the homeworker will retain responsibility for the physical property. Similarly with home insurance policy, cover is for domestic use of the house, not business use. 

Equipment and Furniture: State indemnity will apply in the event that the employer fails to assess and ensure the replacement of unsuitable equipment. No indemnity cover will be provided for damaged or stolen goods. The requirement to regularly inspect office equipment and ensure they are stored in an appropriate manner should be communicated to employees and employers should put appropriate procedures and processes in place to respond to any reports from employees of defective equipment/furniture. Where employees have home insurance it is unlikely that cover will be provided for office equipment and furniture provided by the employer, as these are unlikely to be considered ‘household goods’.

Home Meetings: For avoidance of doubt employees should not have any meetings in the home with employees and/or clients. 

4. [bookmark: _Toc99528754]Supports

[bookmark: _Toc99528755]Supporting and Managing Employees in a Blended Working Environment

Flexibility on the part of both employers and employees will be central to blended working policies. 

· Effective remote working requires employer/employee co-operation and commitment.  Employees need to ensure they protect themselves and others from harm in a remote working situation, in the same way they would in their normal base. A plan and contact details to be used in the event of an emergency between employees and line managers is necessary.

· Blended working provides line managers and employees with the benefits of office based and remote working.  It should not, of itself, require changes in existing approaches to managing employees.  Blended working will require greater support from line managers for employees to enable them to understand procedures and expectations. 

· The arrangements will need to work with business cycles, work priorities, performance management and management of services. 

· Employees who have been approved for a blended working arrangement will be required to attend the office at regular intervals.  In addition, employees on blended working arrangements will attend the office, if requested to do so by their line manager.

· As an application for blended working is assessed in the context of a specific role, should an employee move roles, it is not guaranteed that they will be afforded the blended working arrangements in their new role and an employee will have to reapply, in respect of their new role. 

· Blended workers will generally have no automatic right to a dedicated workstation or single occupancy office in their employer’s work premises but will have a shared workspace available to them when required to attend

· Effective communication is essential to the success of blended working arrangements. Managers and employees will need to consider the contribution team meetings, supervision meetings and ICT systems will have in supporting productivity in a blended working arrangement. Work schedules that minimise interruptions while allowing for the receiving or returning in a timely way unexpected calls need to be agreed. 

· Work carried out remotely must be capable of being measured and be based on deliverables/outputs so that performance can be effectively monitored. The move to blended working will require line managers to assist employees in prioritising work and a more focused set of key performance indicators to support teams operating in a blended working environment. 

· The Performance Management Development System (PMDS) underpins our management approach and local authorities will develop and enhance their existing PMDS implementation to meet the different challenges presented by the implementation of blended working. 

· Senior management and line managers are expected to facilitate blended working where practical and ensure that employees are suitably equipped through the relevant training and supports to effectively carry out their role remotely and to successfully manage distributed teams.  

· Senior management and line managers should identify and harness the opportunities that blended working can provide, embracing the use of new and innovative technologies in order to reimagine roles and provide a seamless delivery of services irrespective of the locations from which employees are working. 

· Senior management and line managers must continue to drive an inclusive ‘digital first’ approach for employee communication, training and service delivery in order to increase flexibility, overcome logistical challenges and ensure equitable access and treatment for employees whether working from work premises or remotely. 

· Line managers have a central role in ensuring the implementation of an effective system of blended working and in supporting and developing employees through strong communications and employee inclusivity; the role of the line manager is key in overseeing and ensuring individual accountability and effective performance management.

· Line managers must ensure that all members of the team have clearly outlined key performance indicators, targets and timelines and encourage closer cooperation between team members.

· To facilitate task coordination, employees are asked to engage in proactive availability whereby each employee takes responsibility for identifying difficulties and notifying others on the team; this ensures that time management and scheduling can be effectively organised within the team. 

· Greater use of project and task management tools should be provided to assist employees and line managers assess progress in the achievement of key work elements. 

· Regular, targeted, effective and personalised two-way communication is essential so that line managers can keep employees informed and ensure issues are identified and addressed in a timely manner.  

· Line managers and employees must be kept fully informed and enabled to seek clarification or provide feedback in real-time.  Systems need to be agreed to ensure regular contact for updates on work-related information and feedback on completed work.  

· The working location, work schedule and work attire need to be carefully considered by employees to ensure their work output when working from home is consistent with the requirements of their role. 

· Meeting participation rules and guidelines for blended workers, including expectations and etiquette around remote meetings must be clearly defined.

[bookmark: _Toc99528756]Health and Wellbeing

· The health and wellbeing of all employees is paramount.  HR and line managers should consider issues that may be impacting employees while working remotely, such as the feeling of isolation, maintaining a work-life balance etc.  Employees also have a personal responsibility to manage their own health, both physical and mental.  Supports, including those available through the Employee Assistance Scheme, should be provided as required.  Employees should be made aware of the supports available to them. Communication tools to reach all local authority employees whether office, remote or depot based should be deployed for example employees app. 

· For many, blended working will be a new concept.  It is important to keep structures and routines in place so that employees can stay motivated and productive.  For those who are not used to working remotely, it can take some time to adapt to the new work environment.

· Sustaining working relationships is extremely important.  This will require additional effort, both by line managers and employees, to ensure that mechanisms are put in place to ensure all members of the team are kept fully informed and kept up to date on issues that may impact on them.  Line managers must be attuned to the variances which may occur in the level of engagement by team members and facilitate those working remotely to maintain a sense of belonging.

· The ability to manage teams effectively in a blended working environment will be a critical skill.  Recognising this, learning and development programmes will be prepared and provided to line managers.

· Local authorities should consider the development of digital Health and Wellbeing platforms to provide online guidance, supports and resources for the depot, remote and office employee.

[bookmark: _Toc99528757]Learning and development and on-line learning platforms

· A key focus must be placed on learning and development as an enabler of effective performance in a blended working environment.  

· Line managers should be supported to develop their own skills and those of their teams through the provision of formal and on the job training.

· Customised training and development supports will be developed to support line managers in adapting to the changing environments and assist them in talent management and supporting their employees through performance management processes.

· On-line learning platforms should be developed to support the implementation of their learning and development strategy.  

[bookmark: _Toc99528758]Infrastructure and support

· Blended working requires the same degree of attention to IT performance, security and support as office-based working.  Support infrastructure that supports and resolves blended worker requests and maintains the tools to handle issues remotely must be deployed.  In implementing this policy framework, local authorities will be required to examine the infrastructure, technology and change management best practice needed to develop an effective model of remote/digital delivery of services, that supports the sector’s strengths in innovation and collaborative work practices and being an employer of choice.  

· One of the key objectives of the Local Government Blended Working Policy Framework is to further leverage, over time, the roll-out and implementation of digital technology in the way we work, thereby supporting government and EU policy in relation to digital public services.

· Cross-sectoral collaboration and examination and follow-up on existing surveys should continue to lead the development of a sector led approach to a Digital Transformation Strategy.  Taking a sectoral approach will ensure no local authority remains left behind and individual local authorities can pilot and lead the development of digitised services for the other local authorities to adopt following trial and development.  

· This should not replace the need for each local authority to progress and invest in a local digital transformation strategy which would focus on their digitisation of public services and internal business processes.  The investment required should include consideration of the appropriate technologies, change/project management and skills development in the use of the technologies and in redesigning processes to ensure operational efficiencies are generated.

· Local authorities should, as part of the preparation for blended working, undertake a detailed analysis of the costs which may arise as part of its implementation of blended working and where necessary make appropriate budget provision for same.

[bookmark: _Toc99528759][bookmark: _Hlk85623847]Expenses

Employees availing of blended working arrangements may make claims directly from the Revenue Commissioners in respect of tax relief for certain costs when working from home. The application can be made at the end of the relevant tax year, in accordance with the relevant tax laws.  Any claim made in this regard is solely a matter for the individual concerned. Further details on eWorking and tax are available at: 
Revenue Information on eWorking and Tax 

No expenses will be paid or reimbursed in respect of costs accruing to an employee who makes changes to their home, or purchases equipment in order to avail of a blended working opportunity.

[bookmark: _Toc99528760]Equipment

Employees availing of blended working in the home should, as far as is reasonably practicable and in line with funding availability, be equipped with a mobile device (e.g. laptop), keyboard/mouse, monitor and such ancillary peripherals (e.g. mobile phone) as are locally agreed as essential for the execution of official duties. In general, printers will not be provided for data protection reasons.  All equipment, provided by a local authority to support a blended working arrangement, remains the property of the local authority and should only be used for work purposes.  Employees will be expected to safeguard this equipment and return same immediately to the local authority should the blended working arrangement cease.

The equipment/resources required can be identified and recorded as part of the risk assessment process detailed in Appendix III. 


5. [bookmark: _Toc99528761]Relevant Legislation

[bookmark: _Toc99528762]Safety, Health and Welfare at Work

Under the Safety, Health & Welfare at Work Act, 2005, employers have a duty to ensure, so far as is reasonably practicable, the safety, health and welfare at work of their employees.  This duty includes the employee’s workspace where employees, are working remotely. 

Key duties that apply to the work activity and workspace include ensuring that:

· the employee is aware of any specific risks regarding working remotely.
· the work activity and the workspace are suitable.
· they provide suitable equipment to enable the work to be done and
· there is pre-arranged means of contact.

[bookmark: _Toc81229219]Employees, have a responsibility to take reasonable care of themselves and other people who may be affected by the work they are doing.

Employees must:
· co-operate with their employer and follow their instructions.
· protect themselves and others from harm, during the course of their work, for example, take care of any equipment provided and report any defects immediately to the employer.
· report any injury arising from work activity to their employer immediately.
· follow procedures that have been put in place by their employer.

[bookmark: _Toc99528763]The Working Time Directive and the Organisation of Working Time Act 1997 

The Organisation of Working Time Act, 1997 places a duty on the employer to maintain full working time records and in the absence of those records and properly monitoring working time; the employer will be liable for any breach - not only start and finish times but includes recording breaks and rest periods.  Therefore, for remote working employees, local authorities should ensure they have and maintain the usage of adequate systems for recording working time across all employees; clocking in and out on People XD (Core) should be considered the minimum and a record of people’s working patterns, including their breaks and rest periods, is recommended.

[bookmark: _Toc81229220][bookmark: _Toc99528764]Code of Practice for Employers and Employees on the Right to Disconnect (2021)

On 1 April 2021, the Code of Practice for Employers and Employees on the Right to Disconnect came into effect.  The local authority will implement a Right to Disconnect Policy, to encourage and support employees in balancing their working and personal lives.  The policy, will include best practice guidance around wellbeing, working hours and the use of technology.
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