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1 How do I apply for approval to avail of blended working? 
 
Applications under the Policy and Procedure for Blended Working may be submitted to your 
line manager using an online application approval process which is available at the link here.  
 
 
2 How do I approve or reject an application for blended working?                      

(For Line Manager) 
 
Approvals or Rejections can be processed within the Review e-mail that the Line Manager 
receives after the Employee submits the request. If the Line Manager is unable to locate the 
Review e-mail after a period of time, they can also review the request and take the appropriate 
approval action by logging into the following PowerAutomate link.  
 
Requests pending review can also be found within MS Teams, under the Activity tab at the 
top left corner. Follow the steps outlined below, where the Line Manager can approve\reject 
any request that shows a status of Requested (number 4).   
 
Please note that an application for blended working once submitted will expire after 30 days if 
no action is taken by the line manager. In such cases, the employee would need to submit a 
new application for blended working for consideration.  
 

 
 

 

3 What will the line manager consider when assessing applications received? 
 
When considering a blended working request, managers must ensure the high-quality service 
provided to students and other stakeholders of the University is not negatively impacted. Some 
of the factors to be considered include, but are not limited to, the following; 
 

• the business needs of the University 

• the suitability of the role for blended working arrangements 

• Employee suitability for blended working based on engagement, delivery of results 
and an acceptable time and attendance record 

• Designated workstation requirements 

• The requirement for a reliable broadband connection 

• Whether the remote work location, as far as is reasonably practicable, meets the 
safety, health and welfare obligations of employees. 
 
 
 
 

https://ulcampus.sharepoint.com/sites/HRBlendedWorking
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmake.powerautomate.com%2Fenvironments%2FDefault-0084b924-3ab4-4116-9251-9939f695e54c%2Fapprovals%2Freceived&data=05%7C01%7CDave.Hennessy%40ul.ie%7C7b2b730e57644231f6bb08dad9f14e9a%7C0084b9243ab4411692519939f695e54c%7C0%7C0%7C638061927667048180%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=T%2Bj1SkaTPKpgqMlW2IKSYs2YkkWEhfaCAIqC%2FzgcppA%3D&reserved=0
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4 Can an employee on Probation apply for blended working? 
 
Probationary employees may be considered for blended working. A line manager may require 
a probationary employee to attend the workplace to facilitate their adaption to the role and 
work environment and to assist in the assessment of work performance during the 
probationary period. 
 
5 What is the decision-making process? 
 
The line manager will decide on a request for blended working within a reasonable period 
following receipt of an application.  
 
6 Can my application for blended working be refused? 
 
The University reserves the right to refuse blended working requests and/or to modify or cease 
a blended working arrangement, which may previously have been in place based on the 
requirements of the University and/or satisfactory performance. The following are examples of 
some of the grounds (but not limited to) on which an application may be refused: 

• Ability to meet the business needs of the organisation 

• Ability to maintain the required level of service quality 

• Team performance and team collaboration 

• Lack of broadband connectivity 
 
Where an application is refused a line manager must state the rationale for the decision not to 
grant blended working. 
 
7 Where an application is refused, does an applicant have a right to request a 

review? 
 

Where an application is refused, the applicant may wish to request a formal review. Prior to 
seeking a formal review, the applicant should have an informal discussion with their line 
manager. If the issue cannot be resolved through informal discussion, the applicant may submit 
a request for a formal review in writing to the Director of Human Resources. The Director of 
Human Resources, or their nominee, will consider each application for review on a case-by-
case basis.  
 
The decision of the Director of Human Resources, or their nominee, will be communicated in 
writing to the applicant upon completion of this review.  
 
8 Do terms and conditions of employment change if approved for blended 

working? 
 
Terms and conditions of employment are as per your contract of employment and are not 
altered by virtue of blended working. 
 
9 Who is responsible for ensuring that the policy (and any associated procedure) 

is implemented and monitored? 
 
The implementation and ongoing compliance of this policy will be the responsibility of the direct 
line manager, with the Dean’s/Head of Department/Divisions playing a key role in the 
implementation of this policy and procedure. Policy review and adherence to same will rest 
with the Director of Human Resources.  
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10 Is the policy subject to review? 
 
This policy shall be reviewed 18 months after its implementation. 
 
11 Can I alter work locations over time? 
 
The work location must be specified in the application form. For the avoidance of doubt, it 
does not include working from a second location or holiday home/location, cafe, or 
another public establishment. Blended working applications outside of the Republic of Ireland 
jurisdiction will not be facilitated. Should your work location change, a new online blended 
working application form will need to be completed. Where an employee plans to move work 
location, this should be discussed in advance with the line manager. 
 
12 Who decides the attendance model? 
 
The line manager will decide the attendance requirement in the office and the days that may 
be facilitated for remote working based on business and operational needs. 
 
13 I work flexible hours, am I permitted to apply? 
 
Yes. Employees who are already availing of flexible working arrangements (e.g., job share/part 
time) may request to avail of blended working. An application for blended working must be 
considered, in conjunction, with minimum office attendance requirements, on a case-by-case 
basis. Flexi-time cannot be accrued when availing of blended Working. 
 
14 Is there any flexibility where business needs require on campus attendance 

more or less than 3 days per week at different points in the year? 
 
Yes, the University recognises that in line with operational needs there may be circumstances 
where it may be appropriate for employees to work on-site for more or less than 60% of their 
contracted hours. In such circumstances, an employee may agree with their line manager to 
work more or less than 60% of their contracted hours on-site during these defined periods. 
Therefore, an employee whose application for blended working has been approved, may agree 
with their line manager, in line with operational needs, to work more or less than the maximum 
approved 40% of their contracted hours remotely for defined periods. Monitoring and recording 
time both on-site and off-site will be a matter for local management and a record of days worked 
on-site and remotely must be maintained and will be subject to review/audit. 
 
15 Am I obliged to attend the office on the day I am scheduled to work remotely if 

requested by my line manager to do so? 
 
Where blended working arrangements are in place, a manager may require an employee 
to attend work at short notice on-site outside of this agreement in line with the business need 
of the department/school/team/unit, either on a temporary or ongoing basis. In this scenario, 
the expectation is that a manager will give as much notice as is reasonably practicable and that 
the employee will facilitate this request to meet business need.  
 
16 Will I retain my blended working approval if I change roles? 
 
Should an employee move roles within the University, they will need to make a new application 
for blended working as the role and position will be different and may or may not be suitable 
for blended working. 
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17 Is approval for blended working indefinite? 
 
No. Each application for blended working will automatically terminate at the end of an approved 
12-month period and will be subject to on-going review. 
18 What Health and Safety considerations apply to my remote work area? 
 
Both the employer and employee have responsibilities in this area which apply regardless of 
the location where the work is being conducted. The designated workspace must be kept 
in a safe condition, free from hazards to both the employee and equipment. Equipment 
provided by the University is for the sole use of staff members whilst working remotely. 
 
19 Can my remote working permission be terminated? 
 
Blended working arrangements will automatically terminate at the end of the approved 12-
month period. Blended working arrangements may also be terminated by the employee or the 
manager subject to four weeks' notice.  
 
20 Are Utility costs covered for remote working? 
 
No. The employee is responsible for all utility costs associated with working from home as part 
of an approved blended working arrangement, including Wi-Fi, heating, and electricity. 
The employee is also responsible for travel to office costs. 
 
21 When are the Policy and Procedures for Blended Working being implemented 

by the University? 
 
The Policy and Procedures for Blended Working are being implemented with effect from 16th 
January 2023.  
 
22 What happens if I do not apply or I am not approved for blended working by 16th 

January 2023? 
 
Employees are required to work on campus on a full-time basis from 16th January 2023 in the 
absence of an approved blended working application. For clarity, a person with a full-time 
contract of employment who has not had an application for blended working approved would 
be expected to be in attendance on campus 5 days per week from 16th January 2023 onwards. 
 
23 On the online application form, the ‘Submit’ button is greyed out or is not 

working. 
 
This normally suggests that a mandatory field does not have a response, or that a question is 
answered incorrectly. 
 
If the Submit button is greyed out, this means that one or more questions numbered from 1-9, 
within the Display Screen Equipment Self-Assessment tab is set to ‘No’. You can only submit 
an application if your responses meet the criteria of the Display Screen Equipment Self-
Assessment and therefore questions numbered 1-9 should carry a response of ‘Yes’, in order 
to submit the application form. 
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If the Submit button is active (highlighted in Blue), however you still cannot click on it, this 
suggests that one or more mandatory fields does not have a response. If this is the case, the 
mandatory fields in question will normally be highlighted with red text, as shown below.   
 

 
 
24 If there is a necessary requirement for me to work off-campus for university 

business purposes (i.e. attend a seminar / another university / business location), 
as part of my role, is this considered as an on-site working day or a remote 
working day? 

 
If there is a requirement, as part of your role, for you to attend an off-campus work location, for 
University business purposes, then this time will be considered as an on-site working day (i.e. 
part of your approved on-site contracted weekly hours). 
 
25 What is a reliable broadband connection/speed? 
 
Reliable broadband connection is a necessity for effective remote working. Microsoft Teams 
requires 5Mbps download speed, while Outlook\Email requires a download speed of 2Mbps. 
Therefore, 5Mbps download speed is the minimum required for remote working applications to 
be approved. 
 
26 What would monitoring and recording time both on-site and off-site look like?  
 
Local management should decide how this is recorded. It may be a shared calendar/excel file, 
or another shared document between the employee and line manager.  


