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NON-TERM TIME WORKING FROM HOME (WFH) ARRANGEMENTS



Eligible Staff
Support roles where tasks can be performed remotely and where operational needs allow flexibility 
Academic and teaching staff for non-contact hours (e.g. planning, marking, CPD) where operational needs allow
Guiding principles
*Should be applied as far as is reasonably and practically possible 
· Annual review: The enhanced WFH arrangement will be reviewed annually to ensure it continues to meet business needs and remains aligned with these guiding principles.
· Business needs: Flexibility must be maintained, including the need to adjust WFH days or deviate from the 40% quota where business needs require it.
· Shared responsibility: All employees have a role in ensuring these arrangements work effectively.
· Use of annual leave: Annual leave should continue to be taken during non‑term time in line with the guidance issued in the Staff Annual Leave Bulletin.
· Office coverage: To maintain service delivery, arrangements are based on a minimum of 60% of the working week being office‑based.
Example: If an employee is on annual leave Monday and Tuesday, they should work in the office Wednesday, Thursday and Friday.
· Team‑based scheduling:
We recognise that teams operate differently across the organisation and that individual working patterns may vary. For this reason, each team should check eligibility with their line manager and if eligible agree a schedule that best supports operational requirements.
· Calculations should be rounded to the nearest whole day.
· Schedules must ensure service continuity, office coverage and opportunities for team connection, as far as reasonably practical.
· Line Managers are responsible for creating, monitoring and managing team rotas.
· Approval: Rotas for each area should be approved by Heads of Department
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