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Draft Principles to piloting Blended Working at NICVA 
 
Overarching themes for development: 
 
➢ Trust 
➢ Flexibility 
➢ Informality 
➢ Teamwork 
➢ Inclusivity and keeping connected 
➢ Wellbeing 
➢ Responsiveness to our customers 
➢ Prioritising the work of NICVA 
➢ Providing the best service possible  
➢ Striving to fulfil our Mission, Vision and Values 
➢ Sustainability  

 
Section 1: Status of arrangements: 
 
Blended working at NICVA: 
- is being piloted for a minimum period of X months at NICVA from [insert month yr] 
- is an informal arrangement which can be altered  
- enables some work to be carried out from home or in the NICVA building  
- does not guarantee a pattern of work. Guaranteed work patterns can only be 

implemented, if approved, through a formal request under NICVA’s Flexible 
Working Policy thereby leading to a change in contract. 

- does not form a permanent change to working patterns or contracts of employment 
- is optional (for roles that are in scope) as all staff will be able to work full time in the 

NICVA building if they wish 
- does not change the hours a staff member works each day. Contracted hours of 

work must be fulfilled although actual start and finish times may vary day to day 
- does not change the ‘place of work’. Regardless of where staff work, the NICVA 

building will be their primary place of work as stated in contracts. 
- will be subject to regular review 

 
Section 2: Scope of arrangements: 
 
Blended working at NICVA: 
- applies only to roles where work can be carried out remotely so excludes roles 

where work is carried out entirely in NICVA premises. These will be primarily 
customer facing roles where on-site duties are the core part of the daily role for 
example Caretaking and Reception roles (not an exhaustive list). 

- applies only when it is possible i.e., if work needs to be carried out in the NICVA 
building for a full week one week then that must happen, the next week may vary. 
There is a great degree of flexibility in the blended approach to work and its 
foundation is based on trust that the work we do comes first.  

- requires a minimum attendance in the NICVA building for XX% of the working week 
- does not require attendance in the NICVA building or at home to be your normal full 

working day as part days may provide a more effective means of working. This is to 
be agreed in teams with line managers. 

https://nicva.sharepoint.com/:w:/g/EZtVdEUZ0fFUmSgHG45AJ6sBnLE4YFoMHNgHaOJiMl9RdQ?e=v1dTff
https://nicva.sharepoint.com/:w:/g/EZtVdEUZ0fFUmSgHG45AJ6sBnLE4YFoMHNgHaOJiMl9RdQ?e=v1dTff
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- requires all staff, regardless of informal blended working 
arrangements, to attend some meetings on site and this may 
include team, all staff (e.g. Operational Planning) and other formal meetings.  

- requires all staff on occasion to attend events, training and other activities in NICVA 
as requested.  

 
Section 3: Impact of arrangements: 
 
Blended working at NICVA: 
- takes account of the fact that our building is the focal point of many of the services 

we provide which brings people from all corners of our sector together. NICVA staff 
being part of that physical space and community remains of great importance to 
NICVA and the organisational culture however a blended approach recognises that 
our service provision and offering may be enhanced by staff availing of smarter 
ways of working both in person and remotely.   

- should not negatively impact on the service/s provided by any team. 
- should not negatively impact on other team members. 
- must still ensure a minimum cover for health and safety matters such as Fire 

Warden and First Aid cover.  
- must rely on staff prioritising the work of NICVA in support of our Mission, Vision 

and Values ahead of personal choice on work location. 
- requires flexibility as it is not a formal working arrangement and will depend on 

commitment from staff availing of it to ensure that our members and users of our 
services come first. 

- may enhance the organisational culture by embedding trust in our staff to deliver 
every aspect of their role by the most effective means. 
 

Section 4: The practicalities 
 
- Include link to info on GDPR – managing and storing of data etc 
- Include link to a new policy on home working, health and safety and home working 

risk assessments 
- Stipulate requirements for equipment and responsibilities for this 
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Section 5 - Some Potential FAQs 
 
What is Blended Working (also known as Hybrid Working)? 
Blended working at NICVA means being able to work on site in the NICVA building 
(your contractual place of work) or a mix of on site and working from home. For roles 
that are in scope, it is optional. The balance of time in and out of the office will vary 
though minimum limits have been set and all staff will be able to work fully in the 
NICVA building if that is their preference to do so.  
 
Why is NICVA piloting this approach to work? 
NICVA received feedback from staff that around two thirds would like to retain some 
element of home working if possible and we feel that responding to this by 
implementing a blended approach to work will help retain and attract talented staff, 
support employee engagement and help us to best deliver our services.  
 
NICVA believes that all staff derive significant value from being on site together, 
working alongside their colleagues and engaging with the wider community of users of 
NICVA’s building, services and facilities. In addition, NICVA wishes to build on the 
some of the positive outcomes derived from the 2020 lockdown and requirement to 
work from home. Therefore, to achieve our Mission, Vision and Values and a positive 
and thriving culture, we feel a blended approach will enable a positive balance of work 
in NICVA and at home and in implementing this we hope that we can further develop 
some benefits that blended working can offer in terms of health, wellbeing, work life 
balance and sustainability and enable those who can, to work from home when it is 
suitable.  
 
A pilot enables time to review the success or otherwise of a significant change to the 
way we work at NICVA and to assess how the building itself is used.  
 
What if I don’t want to work in a blended way? 
No one is required to work from home and the primary location of work remains the 
NICVA building. Anyone wishing to remain working in NICVA full time will be able to do 
so.  
 
If I choose to work in a blended way, will I still have my workstation in NICVA? 
No one is required to work in a blended way and staff will retain their workstation in the 
NICVA building. In the short term NICVA does not plan to make significant changes to 
staff office spaces, however as part of the pilot we wish to know how the building is 
being used and in time we may consolidate some of the space we have, whilst still 
enabling staff to work in the NICVA building.  
 
Under blended working can staff work from home full time? 
No. This falls outside the scope of the blended approach to work as everyone’s 
primary work location remains as NICVA. Working from home full time would have 
contractual implications and would only be considered with a formal request submitted 
under NICVA’s Flexible Working policy.  
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If I choose to work in a blended way, can I fix the days that I work in each 
location? 
The benefit of the blended approach to work is that it is fluid and flexible and especially 
during the pilot phase of the scheme when a blended format is not guaranteed.  Fixed 
days therefore cannot be guaranteed, and staff should plan their work to accommodate 
the needs of their role, to identify each week what days they will be in to make best 
use of their time to fulfil their work and to meet with colleagues and external partners.  
 
Can I choose blended working to meet my childcare needs? 
In the long term this isn’t possible as blended working is not fixed and you should be 
available for work either in NICVA or at home for your normal hours of work. Hybrid 
working may enable you to strike a better balance, by making it easier for you to agree 
to work from home on days when you are not required at NICVA. It is however not a 
fixed arrangement and cannot be used to provide cover for regular childcare needs. If 
you need certainty that you can have particular times or days off for child care 
purposes, or you need a guaranteed arrangement to enable you to manage childcare 
on a regular basis, then this would be more appropriately dealt with under NICVA’s 
Flexible Working Policy.  
 

NICVA has long understood that childcare can sometimes fall through at short notice, 
and this is particularly the case in school/nursery bubble closures due to the Covid-19 
pandemic, and self-isolation requirements, however NICVA has always taken a 
pragmatic and flexible approach to this and staff should discuss their individual 
circumstances with their line managers to work out appropriate solutions for short term 
ways to cover a lack of childcare which may include using annual leave or TOIL or a 
temporary change to working hours for example. NICVA has a policy in place to 
support those specifically needing Time Off for Dependants.  
 
What about IT and other equipment? 
The cost of providing two full sets of home and work office equipment including IT and 
office furniture would be prohibitive and not in line with our approach to sustainability. 
NICVA provides laptops and laptop risers for all staff as well as a desktop monitor, 
mouse and keyboard.  Should you require any additional equipment, you should 
discuss this with your line manager. Items of low cost may be purchased such as a 
second mouse and keyboard to keep at each location. The cost of other items 
identified from a health and safety risk assessment finding may be covered by NICVA 
and will be assessed on an individual basis.  
 
Will NICVA pay for the internet connection or utilities for my home?  

NICVA is not responsible for the costs of working from home such as, the costs of an 
internet connection, heating, lighting, electricity, or telephone calls. Depending on 
personal circumstances, colleagues may be able to claim tax relief, which they would 
have to make arrangements for (https://www.gov.uk/tax-relief-for-employees). 
 
Does travel to and from NICVA count as working time?  

No. This is your commute and does not count towards your working time. Mileage 
cannot be claimed for this commute. 
 
 
 

https://nicva.sharepoint.com/:w:/g/EZtVdEUZ0fFUmSgHG45AJ6sBnLE4YFoMHNgHaOJiMl9RdQ?e=MPGvMX
https://nicva.sharepoint.com/:w:/g/ESDuCkEn2MVQkiP3ayL76_MB6BDEnj58kRsrRVeR0mRy4A?e=lPXMbR
https://www.gov.uk/tax-relief-for-employees


 

5 
 

 
 
What types of meetings might be held in person on site?  

Broadly speaking, we expect that meetings which involve cascading information; some 
more formalised committees or transactional style meetings would take place digitally. 
Meetings which involve a collaborative, creative or discursive style would be better 
suited to in-person meetings. The meeting chair will be responsible for making the 
decision about the most suitable format for the meeting, taking account of the nature of 
the meeting and the number of attendees.  
 
Where can I work remotely?  
Within our approach to Blended Working, remote working means working from home. 
Other places of work will include the NICVA building or out at another venue with a 
group or attending training. Remember, so long as Government restrictions allow, you 
will always be able to work at NICVA, however, there might be circumstances where, 
on occasion and with your line manager’s consent, you choose or need to work from 
another location and an example of this might be at your parents’ home or a partner’s 
home providing the working conditions set out below can be met: 
- You should avoid transporting sensitive and personal information to multiple 

locations.  
- If you choose to work remotely in a location which is some distance from NICVA, 

you should be aware that if you are asked to attend NICVA, you must be able to do 
so with minimal notice e.g. to cover for absence or to attend work in person at short 
notice.  

 
Some helpful tips and good practice for effective remote working: 
- Social engagement i.e. catch-ups within teams remains an important part of 

working life, either virtually or in person 
- Keep videos on for all online meetings  
- Ensure your remote workstation is fit for purpose and alert your line manager 

and/or HR Manager if you have any specific requirements – guidance will be issued 
- Continue to create the right conditions to work remotely effectively and efficiently (ie 

away from distractions and with the right heating and lighting etc) 
- Take regular breaks from your desk as you would in work to change your posture, 

have some refreshments or to take a brief walk.  
- Try to build your lunch break into your working day 
- Meeting etiquette should still apply in the same way as it would do in an office 

environment (i.e. not undertaking other tasks in the home or answering calls/ 
checking emails if at all avoidable whilst in meetings) 
 


