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Appendix 2e
Guidance for Hybrid Working

1. Set up a designated workspace. Set up space for yourself to work in, somewhere you can focus on tasks without being distracted and set up with everything you need for a normal working day. Ensure it is well ventilated and light. If possible keep it separate to your general living space and if not pack equipment away at the end of the working day. Communicate with the people you live with about your working day. 

2. Establish a routine. Agree a start and end time to your work. Get dressed into work clothes to help you to mentally switch to work mode. Ensure you schedule regular breaks. Write a daily to list of realistic, achievable tasks to keep you focused.

3. Make sure you have all the technology and equipment you need. This includes a reliable and secure internet connection, any necessary files, hardware and software, remote access, and knowledge of how to get IT support.
	 
4. Stay healthy. Consider using your normal commuting time to do something else productive such exercise. Eat healthily and get plenty of sleep. Stay active, either by taking a walk  or doing simple stretches and exercise at home, being active reduces stress and increases energy levels

5. Know when to step away from your desk. Be clear about when your working day begins and ends and take breaks to refresh. It’s easy to let yourself be ‘always on’ when your home and office are the same place. Avoid awkward, static postures by regularly changing position. Avoid eye fatigue by changing focus or blinking from time to time. When work is over, be sure you switch off to avoid burnout. Agree ‘core hours’ as a team.  It’s important to take regular breaks to engage in short mental and physical distractions to re-energise you. Build a diversity of things to break-up your new routine and it’s ok to do ‘home based’ activities, for example: put the washing on, do an online workout video, check in with your family, engage in a mindfulness activity, help the children with their schoolwork.

6. Stay in conversation. Contribute regularly to team chats/group emails.  Ask about what people are working on and share what’s on your plate. Being physically separated means it is important to stay connected.

7. Foster relationships. Make time for non-work chats as you would in the workplace and use video calling to maintain face-to-face contact.

8. Be clear in your communication. Speaking in person gives you visual and audio cues that help you communicate. Conversing remotely removes a lot of that extra information so make your communications extra clear and concise. Remote conversations can easily be misinterpreted as it’s harder to read body language, tone of voice and other visual and audio cues. Stay mindful of this.

9. Reframe your role It can be challenging at first as your sense of purpose and belonging to your team has changed overnight. You may not be able to do all the things you used to, and you may feel a little lost or frustrated. This is to normal. Focus on what you can do and what your role can become, what’s manageable and what’s realistic. It may mean being a little bit more flexible. Work this through with your manager and agree your new priorities as soon as you can.

10. Set goals and to-do lists: Setting goals or simple to-do lists helps to keep you motivated. Celebrate achieving these goals, no matter how big or small. This will give you a positive sense of accomplishment when adjusting to your new way of working.

11. Balancing home-life responsibilities: It’s likely that there will be others in your household with you, and they are important too. Your partner may be working from home, or you may have childcare or other caring responsibilities. You may feel overwhelmed at first when trying to balance work with home-life. It’s ok to feel this way whilst you adjust. Sit down with everyone who shares your home and openly discuss how you are going to make this work together and consider developing a ‘shared routine’.

12. Hybrid Working and Sole Carer Responsibilities: When working from home as part of a hybrid working arrangement, either as an agreed informal or formal flexible working option, you should ensure that your working environment supports you to work productively. If you are a sole carer for example and you request to work some/all of your contracted hours from home, you must ensure that other arrangements are in place for dependent young children and/or older adults to be cared for during your working hours. Homeworking should not be used as a replacement for childcare/older adult care and will only be agreed as a mutually beneficial flexible working arrangement for both you and the Trust. It is acknowledged that there may be exceptional circumstances when you request to work from home due to the short term illness of a dependent child/older adult; in such cases you should discuss and agree your working arrangements with your line manager.

13. Being distracted out of loneliness: Without our colleagues for company and motivation, our minds may become more easily distracted and lose focus. This may be harder if you don’t share your home with anyone else. Try putting the radio on or listening to music, as these background distractions will help you to feel less lonely and enable you to focus better on your work. If you do have others living with you at home, make sure to build regular breaks together to stay connected as part of your shared routine.

14. Ask for support when needed. Speak out when you need assistance, further training or support. Your manager, colleagues and you are part of a team and should be supporting each other, especially when not on-site.

15. Make hybrid working work for you. Change where you sit, put on music, whatever helps you work, go for a walk during your lunch break, use the time that you spent commuting to do something which improves your wellbeing.
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